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§1-411.
§1-412.
§1-413.
§1-414.
§1-415.
§1-416.
§1-417.

Intent

Articles of Incorporation
Publishing Required

Notice of Articles of Incorporation
Filing of Articles of Incorporation
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B. Board of Health.
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§1-599.03. Application
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General Provisions
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M. Minority Business Procurement Advisory Board.

§1-599.31.
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§1-599.33.
§1-599.34.
§1-599.35.
§1-599.36.
§1-599.37.

Policy

Definitions

Minority Business Procurement Advisory Board
Minority Business Procurement Advisory Board
Powers and Duties of Board

City Contracts

Procedure

PART 6

PENSIONS

A. Police Pension Fund.

§1-601.
§1-602.
§1-603.
§1-604.
§1-605.
§1-606.
§1-607.
§1-608.
§1-609.
§1-610.

Definitions

Police Pension Fund Board; Members and Duties

Duties of Director of Human Resources

Member Contributions to Fund

Members Right to and Amount of Pension Benefits; Service Increments
Right to Contribute Refund in Lieu of Benefits

Employment Termination Prior to Benefit Entitlement

Permanent Disability Pension

Widow or Widowers and Children of Members

Computation of Time of Services
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§1-611.
§1-612.
§1-613.
§1-614.
§1-615.

Receipt and Investment of Funds; Payment

Exemption from Attachment or Execution; Nonassignability
Contributions Payment to Estate

Military Service

Benefit Increases after Retirement

B. Firemen's Pension Fund.

§1-621.
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§1-623.
§1-624.
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§1-629.
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§1-646.
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Definitions

Board of Managers Created

Board of Managers; Members, Term and Vacancy

Board Officers

Surety Bond of the Treasurer

Board Expenses

Board Compensation

Fund Created

Fund Sources

Gifts and Grants

Reward Proceeds

DiLauro Interest Arbitration

Member Contributions; Increase

Council Contributions

Board Rewards, Rules and Meetings

Board to Request Budget Funds from Council

Board Voting and Decisions

Board to Issue Payment Certificates

Employment Termination Prior to Entitlement
Entitlement to Benefits

Members Right to and Amount of Benefits; Service Increment Contributions
Benefits to be Uniform; Widows and Children of Members
Disability Benefits

Application

Contributions Payment to Estate

Pension Investment Account

Exemption from Attachment or Execution; Nonassignability
Effective Date

C. Officers and Employees Retirement System.

§1-651. Definitions

§1-652. System Created

§1-653. Officers and Employees Retirement Board
§1-654. Employment Statement

§1-655. Right to and Amount of Pension Benefits
§1-656. Disability Benefits

§1-657. Member Contributions

§1-658. Additional Payments to Extend Benefits
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§1-713. Proceeds Transferred to Municipal Officer
§1-714. Penalty

1-10

Page Revised 12/19/2005

Back

Next



Home

PART 8

DEPARTMENT OF POLICE

§1-801. Promotions
§1-802. Sergeant
§1-803. Lieutenant
§1-804. Captain
§1-805. Inspector
§1-806. Service Time
§1-807. Probationary Period
§1-808. Certification
§1-809. Eligibility Lists
§1-810. College Credits

PART 9

DEPARTMENT OF FIRE AND RESCUE SERVICES
§1-901. Recognizing Volunteer Fire Department
§1-902. Organization of New Fire Companies
§1-903. Classifying Members of Volunteer Fire Companies into Certified Volunteer
Firefighters and Volunteer Nonfirefighters
§1-904. Appropriations
§1-905. Officers
§1-906. Salaries
§1-907. Duties at Fires
§1-908. Service Outside City
§1-909. Fire Chief Ex-Officio Fire Marshal
§1-910. Adoption of Standard Screw Coupling
§1-911. Rules and Regulations
§1-912. Fire Marshal Creation, Appointments and Reports
§1-913. Delinquent Bill Accounts
§1-914. Collection Procedures and Collection Agency Fees for Delinquent RFDEMS
Accounts
Part 10
Policy for Access to Public Records

§1-1001.  Purpose
§1-1002. Format to Request
§1-1003. Processing of Request
§1-1004. Response to Request
§1-1005.  Fees Associated with Request
Page Revised 12/19/2005 1-11

Back Next



§1-1006.  Review of Request
§1-1007.  Denial of Request

1-12 Page Revised 12/19/2005

Home Back Next



(1, PART 1)

PART 1
ADMINISTRATIVE CODE
A.  Short Title and Definitions.
§1-101. Short Title.
This Part shall be known and may be cited as the "Administrative Code of the City of Reading."

(Ord. 17-1996, 6/24/1996, §1.01)

§1-102. Definitions.

The following words, when used in this Part, shall, unless the context clearly indicates
otherwise, mean or indicate as follows:

ADMINISTRATIVE MANUAL - those documents specifying operational matters of
municipal units including, but not necessarily limited to, descriptions of the duties and
responsibilities of subordinate units, rules, and regulations and appropriate administra-
tive procedures, records, and reports.

ADMINISTRATIVE SERVICE - all personnel in those units of the City which are under
the authority of the Managing Director.

CHARTER - the Home Rule Charter for the City of Reading approved by the voters of
the City of Reading, November, 1993.

CHIEF ADMINISTRATIVE OFFICER - the Managing Director.
CHIEF EXECUTIVE OFFICER - the Mayor.

CITY - the City of Reading, Pennsylvania.

COUNCIL - the City Council of the City of Reading, Pennsylvania.

HOME RULE LAW -the Home Rule Charter and Optional Plans Law, Act of 1972, April
13, No. 62, 8101 et seq.

LAW - all applicable laws of the United States of America and the Commonwealth of
Pennsylvania.

ORDINANCE - all ordinances of the City of Reading, including this Administrative
Code.

PERSON - any individual, partnership, association or corporation.
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ADMINISTRATION AND GOVERNMENT

PRESIDENT - the President of Council.

PUBLISH - to printin a newspaper of general circulation in the City the entire document
or a brief summary thereof with a listing of places where copies have been filed and
times when they are available for public inspection. This may include exposure on local
TV stations.

RESIDENCE - domicile, a person’s legal home; that place where a person has his true,
fixed and permanent home or principal establishment, and to which whenever he has
been absent he has the intention of returning. If an employee fails to establish his or her
permanent residence as defined in this Part by the time specified, his or her employment
within the City of Reading is terminated as of that date. [Ord. 9-2001]

THIRD CLASS CITY CODE - the Act of June 23, 1931, P.L. 932, No. 317, reenacted and
amended June 28, 1951, P.L. 662, No. 164, as amended.

UNIT - all official components of the City government.
In this Part, the singular shall include the plural and the plural shall include the singular.

(Ord. 17-1996, 6/24/1996, §1.02; as amended by Ord. 9-2001, 4/9/2001, §81,2)

1-14 Page Revised 4/22/2002

Home Back Next



(1, PART 1)

B. Council Organization and Procedures.

81-111. Role of the Charter.

Therole of the Charter in interpreting this Administrative Code shall be as follows: In the event
there is any inconsistency or conflict in the Charter and the provisions of this Administrative

Code the provisions of the Charter shall take precedence.

(Ord. 17-1996, 6/24/1996, §2.01)

81-112. General.

The number of Council members, their terms, election and qualifications and the filling of
Council vacancies shall be as provided in the Charter.

(Ord. 17-1996, 6/24/1996, §2.02)

81-113. Organization Meeting; Presiding Officer of Council.

1. The organization meeting of the Council shall be the first meeting in each year. Inyears
following a municipal election, the day and time of the swearing-in ceremony shall be
determined by the Council, including Council members elect and those whose terms
continue into the new year.

2. At the organization meeting following a municipal election, Council shall elect a Vice
President and other such officers as the Council may deem appropriate to serve a 2 year
term. [Ord. 7-2001]

(Ord. 17-1996, 6/24/1996, §2.03; as amended by Ord. 7-2001, 4/9/2001, 8§1)

81-114. Meetings.

1. Public Notice. Provisions governing public notice of meetings shall be provided by
Sunshine Act of 1986, P.L. 38, No. 84, as amended.

2. Regular Meetings. See Charter, §212(2)".

Editor’s Note: §212(2) of the Charter provides:

2. Meetings. Council shall hold a regular meeting at least twice each month in the evening on a day and
place as the Council may prescribe by rule.
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Special Meetings. Special meetings may be called by the President of the Council or
upon the written request of a majority of the members of the Council. A written notice
shall be mailed or delivered to each Council member at least 24 hours before a special
meeting is held. Such notice shall specify the time and place of the special meeting and
the business to be transacted. No other business shall be considered at such meeting by
the Council. Special meetings may also be called by citizens’ petition as referenced in the
Charter, §11122.

Emergency Meetings. The Mayor may call a special meeting of Council for the purpose
of taking action on an emergency and further, provided a quorum is present of Council
as provided in the Charter. In the event, five council members determine that the
emergency meeting is called by the Mayor, the meeting shall not be held and/or shall
be adjourned without any action.

Executive Sessions. The Council may hold executive sessions as permitted by law. No
official action shall be taken by the Council on any matter in executive session as
provided for by the Sunshine Act of 1986, P.L. 388, No. 84, as amended.

In the absence of the President, the Vice President shall exercise the duties of the
President. In the absence of both the President and the Vice President, the Council shall
appoint a President pro-tem who shall have all the powers of the President.

In the event a regular or special meeting needs to be postponed because of a weather
emergency or similar circumstances, the Council President may determine the date and
time of the postponed meeting. Reasonable efforts to fulfill the notice requirements (see
subsections (1) and (3) above) shall be made, but broadcast announcements and
telephone calls to members, along with posting on the door of Council Chambers the day
of the meeting shall be deemed to meet minimum requirements.

(Ord. 17-1996, 6/24/1996, §2.04)

81-115. Meetings To Be Public.

?Editor’s Note: §1112 of the Charter provides:

81112. Citizens Rights to Call a Special Meeting of City Council.

1.

The qualified voters of the City of Reading, upon filing a signed petition with the City Clerk, may require the
City Council to hold a special meeting.

The petition filed with the City Clerk must contain the signatures and addresses of 200 duly qualified voters
of the City and the purpose for which the meeting is being called. Upon receipt of such petition and a 2 day
review/certification period of the petition by the City Clerk, the President of City Council must convene the
special meeting on an evening within 14 days of the certification.

The public notification process will adhere to the special meetings provisions of this Charter.
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All meetings of the Council shall be open to the public as provided by law and the Charter,
§212.2

(Ord. 17-1996, 6/24/1996, §2.05)

81-116. Agenda.

1. The proposed agenda for a regular or special meeting of the Council shall be prepared
by the City Clerk in consultation with the President or committee of Council created for
that purpose.

2. The proposed agenda for an emergency meeting of the Council shall be prepared by the
City Clerk in consultation with the President.

3. The proposed agenda for any regular meetings shall be forwarded to all members of the
Council at least 2 days prior to the stated meeting and shall be posted 2 days prior to the
meeting on the bulletin boards of City Hall or on local public television. Sufficient copies
of the agenda must be available prior to the beginning of the meeting.

4. The title of any ordinance or resolution to be considered shall be published as part of the
agenda.
5. The published agenda may be amended at the meeting by a majority of members

present, plus one, immediately after roll-call. No matters other than those on the agenda
as amended shall be acted upon by the Council.

SEditor’s Note: §212 of the Charter provides:
§212. Procedures.
1. Rules. The Council shall determine its own rules and order of business.

2. Meetings. Council shall hold a regular meeting at least twice each month in the evening on a day and place
as the Council may prescribe by rule.

3. Special Meetings. Special meetings may be held on the call of the President of Council or at least four
members of Council at such time and place and under such conditions as the Council may prescribe by rule.

4. Meetings Open to the Public. All meetings shall be open to the public, except executive sessions as authorized
by law. The chambers shall be arranged in such a way as to have all members of Council facing the public.

5. Voting. All action shall be at a public session; shall require a majority full vote of Council, except in the case
of a vote to override a veto which shall require an affirmative vote of five members and in the case of passage
of an ordinance which shall require a majority vote of Council as a whole unless otherwise specified in this
charter; voting shall be by roll call vote, and the vote of each member of the Council shall be entered in the
minutes of the meeting.

6. Journal. The Council shall provide for keeping of a journal of its proceedings. The journal shall be a public

record, and shall be maintained in City Hall and a copy in the Reading Public Library and the Berks County
Law Library.
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(Ord. 17-1996, 6/24/1996, §2.06)

81-117. Conduct of Business.

1.

At the time appointed for any meeting of the Council, the President shall take the Chair
and call the meeting to order. If a quorum is present, as provided in the Charter, §214*,
the President shall proceed with the order of business prescribed for the meeting. If,
upon the call of the roll, a quorum is not present, the President shall order a recess for
a reasonable period of time and if a quorum has not developed by that time, the
President shall declare the meeting adjourned.

The President shall deal firmly with enforcing these rules and the rules guiding
participation including, but not limited to, commotion, frivolous behavior or delaying
debate and motions. The President shall see that Council debate is confined to the merits
of the question and those personal comments and/or statements are avoided. [Ord. 7-
2001]

In the absence of the President, the Vice President shall serve as the presiding officer.
If both the President and Vice President are absent, the meeting shall not be called to
order unless the President has designated a member of Council, in writing, to serve as
the presiding officer of that session. [Ord. 7-2001]

No legislative or special legislative session in the Reading City Council shall be called
to order in the absence of the City Solicitor or a staff attorney from the Council office to
provide proper legal advice and avoid possible serious or potentially devastating
consequences. [Ord. 7-2001]

(Ord. 17-1996, 6/24/1996, §2.17; as amended by Ord. 7-2001, 4/9/2001, §2)

§1-118. Rules of Procedure.

1.

The standard reference of Council shall be Robert's Rules unless stated differently by
Council.

Business is conducted by acting on motions. Once a matter has been moved and
seconded, no other matter shall be taken up until the main issue is disposed of.

A. Rule No. 1. Disclosure of Interest. A member who has personal or private
interest in any question, measure, bill proposed or pending before the Council

‘Editor’s Note: §214 of the Charter provides:

§214. Quorum.

A quorum of Council shall consist of four Council members.
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shall disclose that fact to Council and shall not vote thereon. If such interested
person shall vote without disclosing his interest in such question, measure or bill,
Council may avoid the enactment or transaction or not, as it deems best.

Rule No. 2. Proposed Amendments to These Rules. Amendments to these rules
must be presented in writing at a nonlegislative meeting of the Council held at
least 1 week prior to the date when the same are to be finally considered.
Amendments shall be adopted by the affirmative vote of the majority of all
members of Council.

Rule No. 3. Suspension of Rules. These rules may be suspended by the
affirmative vote of the majority of all members of Council present, but the
suspension shall not extend beyond the adjournment. No rule of Council, which
is also subject of legislative enactment, shall be suspended.

Rule No. 4. Legislation.

(1) Norule, bill or resolution shall be considered by Council unless a written
resolution or bill is delivered to the City Clerk before the end of the business
day of the scheduled legislative session. The City Clerk shall furnish to the
Mayor and all members of Council copies of all proposed resolutions and
ordinances.

(2) Legislation referred to or being considered by a Council Committee must
be returned to the full body of Council for consideration with either a
positive or negative recommendation. If the legislation is not returned in
this manner, any three Council members may request that the full body, at
a regular business meeting, consider the legislation.

Rule No. 5. Duties of the Presiding Officer. The President of Council shall
decide all questions subject to appeal by any two members of Council and have
general supervision of the meeting. He shall determine the appropriate committee
to which legislation and other matters shall be referred. The President of Council
shall be the designated representative of the body and shall communicate the
intentions of Council, with respect to professional service, contracts, legislative
action and other matters, as needed.

Rule No. 6. Reconsideration. A motion to reconsider a question shall be
entertained only at the next legislative meeting following the one at which vote
was taken. No second motion to reconsider the same motion shall be entertained.

Rule No. 7. Motions to be Entertained.

(1) All motions must be moved and seconded. When a question (or main
motion) is under consideration, no motion shall be entertained except for:

(&) Adjournment.
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()

©)

(b)  Previous question (2/3 vote).

(c) Lay on the table.

(d) To postpone.

() Tocommit.

() Toamend.

() End debate.

(h)  Call for the question.

These questions have preference in the order given. The first three must be
decided without debate. A motion to adjourn is always in order when the
main question has been ordered put, when a member has the floor, or
during a call of the yeas and nays.

Motions for the previous questions to postpone or commit shall preclude

amendment or debate upon the original subject. Motion to postpone shall
preclude commitment.

H. Rule No. 8. Rules of Debate.

)

(2)

©)

Prior to debate, a bill or resolution must be placed on the table by a first and
second motion of the body. The sponsor of the bill or the referring
committee will have the first opportunity to make a statement. After which,
each member of Council, after be shall be entitled to make one statement on
the proposed legislation. President of Council may also invite the Mayor
and Managing Director to comment. All first statements shall be no longer
than 3 minutes in length.

Second statements or comments shall be entertained after each member
present has been given the opportunity to speak one time and shall be no
longer than 2 minutes in length. In the event no other Council member
wishes to address the issue and on one moves to end debate or call for the
guestion, debate will be allowed to continue. In general, it is expected that
the body will make their remarks concise and focused on matter or issued
proposed. Amendments or statements not relating to the question shall not
be made. All such matters not relating to agenda items will be entertained
after the Council business portion of the agenda.

President of Council or presiding officer may, at his discretion, choose to
limit debate time on each agenda item to 10 minutes, as stated in Roberts’
Rules of Order.
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(4) Members wishing to speak shall request recognition from the presiding
officer. Atwhich time other Council members shall not engage in dialogue
or interrupt except for the following:

(@)
(b)
(©)

(d)

()

[Ord. 7-2001]

Call for the orders of the day (when they are not being conformed to).
Raising a question of privilege.

Point of order (calling the member who has the floor to order or
calling his attention to the fact that he is not observing the rules).

Call for a separate vote on one or more subjects that are included in
a single motion.

Request or inquiry that requires an immediate response.

3. The body may override the presiding officer’s decision on any procedural rule through
the passage of a motion. [Ord. 7-2001]

(Ord. 17-1996, 6/24/1996, §2.18; as amended by Ord. 7-2001, 4/9/2001, 83)

81-119. Public Participation.

These rules are intended to promote an orderly system of publiccomment, to give every person
an opportunity to be heard, and to ensure that no individual is embarrassed by exercising his
right of free speech. Public comment is permitted at the regular meetings of Council which
occur on the second and fourth Mondays of each month. Public comment is not permitted at
the City Council work sessions.

A.  Citizens desiring to address the Council at its regular meetings may do so by
providing notice verbally or in writing their name, address and the subject matter
to be discussed to the City Clerk any time before City Hall closes on the day of the
scheduled Council meeting before the meeting is called to order by the President
of Council or the presiding officer.

B. Citizens desiring to address the Council at its special meeting may do so by
providing notice verbally or in writing the subject matter to be discussed to the
City Clerk ¥2 hour before the special meeting before the meeting is called to order
by the President of Council or the presiding officer.

C.  Acitizenshall be provided the opportunity to address the Council on any agenda
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item without written notice (see Charter, §213°). The presiding officer or by action
of Council shall limit the time each person shall speak giving equal time to all.
Such discussion shall occur prior to the vote of the agenda item.

All remarks must be directed to Council as a body and not to any Council member
or public or elected official in attendance. Any person making personally
offensive or impertinent remarks or who shall become unruly while addressing
Council may be called to order by the Presiding Officer, and may be barred from
speaking before Council, unless permission to continue speaking is granted by a
majority vote of Council.

Any person making personally offensive or impertinent remarks or who shall
become unruly while addressing the Council may be called to order by the
Presiding Officer, and may be barred from speaking before the Council unless
permission to continue to speak is granted by a majority vote of the Council.

All comments by the public shall be made from the speaker’s podium. No
comments shall be made from any other location except the podium, and anyone
making “out of order” comments may be subject to removal. There will be no
demonstration at the conclusion of anyone’s presentation. The time limits placed
on the public’s ability to address Council by this subsection shall terminate on
February 23, 2006. [Ord. 1-2004]

Citizens may not ask questions of Council member or other elected or public
official in attendance. However, Council members, elected or public officials may
make a statement in response to comments made by citizens at the conclusion of
the public comment period.

Public Hearings. Any person who fails to sign in with the City Clerk shall not be
permitted to speak until all those who signed in have done so. Those testifying
must limit their comments to 3 minutes. No person who has previously spoken
during the public hearing on a particular item may speak again unless all other
persons desiring to give testimony at the public hearing have spoken. A person
speaking for a second time shall limit his comments to not more than 1 minute.

(Ord. 17-1996, 6/24/1996, §2.09; as amended by Ord. 10-1998, 3/23/1998, 81; by Ord. 29-2002,
6/24/2002, 81; and by Ord. 1-2004, 1/26/2004, 81)

*Editor’s Note: §213 of the Charter provides:
§213. Citizens' Right to be Heard.

The Council must provide reasonable opportunity for interested citizens and taxpayers to address the Council on
matters of general or special concern. Citizens' right to be heard shall be the first order of business at all public
meetings and before a vote on any Council business. The public shall be granted the opportunity to comment at
Council meetings without time limitations, except when Council by a majority plus one of the members present
imposes a reasonable time limitation deemed necessary.
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81-120. Committees of the Council.

1. The Council may, at any time, provide for standing or ad-hoc committees to assist with
the carrying out of its functions. Any such committee shall thereafter report to the
Council at the regularly stated meetings of that body. [Ord. 7-2001]

2. Committees of Council may include:

A.  Finance, to include community development funds, capital improvements, audits
and budget.

B. Public Property/Public Works to include parks, buildings, vehicles, streets and
sewage.

C. Public Safety to include fire, police, codes, health and traffic.
D. Administrative Oversight to include legal and personnel.

E. Research Committee to research issues requested by Council.

F. Rules Committee to establish rules of conduct for Council.

3. Each committee shall consist of a minimum of three members of Council. Each member
shall serve as appointed unless excused by a majority of the members of Council. [Ord.
7-2001]

4. Council members shall submit their committee preferences to the City Clerk in

November of a municipal election year. The President of Council will assign Council
members to committees and assign committee chairs on a biennial basis. The
recommendation of the President will be approved by resolution of Council at the first
regular meeting of Council following a municipal election. [Ord. 7-2001]

5. Ad-hoc committees may be appointed from time to time by motion of Council. The
number of committee members and its duties shall be stated in the motion of appoint-
ment. [Ord. 7-2001]

6. All members of Council will be informed of the committee meeting schedule and will be
provided with committee agendas and any attachments thereto. All members of Council
not of a given committee may attend any committee meeting and are encouraged to
participate [in] committee discussions, but may not vote on any matter considered [Ord.
7-2001].

(Ord. 17-1996, 6/24/1996, §2.10; as amended by Ord. 7-2001, 4/9/2001, §4)

§1-121. Official Actions of the Council.
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Official actions of the Council shall be taken by ordinance, resolution or motion, as provided
in the Charter. An ordinance is defined as law, a rule made by authority or decree, while a
resolution is policy or an expression of opinion.

(Ord. 17-1996, 6/24/1996, §2.11)

§1-122. Ordinances.

1. Action Requiring an Ordinance. In addition to requirements provided by law or the
Charter, §§215 through 224°, acts of the Council shall be by ordinance which:

SEditor’s Note: §§215 through 224 of the Charter provides:
§215. Ordinances in General.

Council may legislate by passage of an ordinance. All ordinances introduced shall be kept in a place accessible to
the public at all reasonable times. Final action on all ordinances shall take place during public meetings.

§216. Form of Ordinance.
Every ordinance shall have a title clearly expressing its subject and every ordinance shall contain only one subject.
§217. Procedures.

1. The first reading of an ordinance may be introduced by any member at any regular or special meeting of the
Council without vote.

2. After the first reading, the City Clerk shall distribute a copy of the proposed ordinance to each Council
Member and to the Mayor and shall file and make available a reasonable number of copies in the office of the
City Clerk.

§218. Final Passage of Ordinance Resolutions.

A minimum of 14 days must intervene between introduction and passage of an ordinance unless Council finds and
declares a public emergency posing a sudden, clear and present danger to life or property.

§219. Effective Date of Legislation.

Every adopted ordinance except emergency legislation shall become effective at the expiration of 30 days after
passage by Council and approval by the Mayor, or repassage by Council over the Mayor's veto, or at a date specified
therein, but not less than 10 days after adoption.

§220. Emergency Ordinance.

An emergency ordinance may be adopted to meet a public emergency posing a sudden, clear and present danger
to life or property. An emergency ordinance shall be introduced in the form and manner prescribed for ordinance
generally, except that it shall be plainly designated as an emergency ordinance and shall describe in clear and
specific terms the nature of the emergency. Every emergency ordinance shall automatically stand repealed as of the
91st day following the date on which it was adopted, but this shall not prevent re-enactment of the ordinance if the
emergency still exists.

§221. Submission to Mayor and Veto Power.

1. Before any ordinance takes effect it must first be submitted to the Mayor for approval. The Mayor shall sign
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A. Adopt or amend the codes or establish, alter, or abolish any unit of the City.

B. Provide for a fine or other penalty or establish a rule or regulation for which a fine
or other penalty is imposed.

C. Levy taxes and provide for service charges, permit fees and assessments.
D. Grant, renew or extend a franchise.

E. Adopt and amend the annual budget and capital program budget (see Charter,
88905, 912 and 913").

the ordinance within 10 days, if approved, but if not, shall return it to Council stating objections. Council shall
at its next meeting, reconsider the ordinance and may pass it over the Mayor's veto by the affirmative vote of
five members of City Council.

2. If the Mayor fails within 10 days after any ordinance is submitted to him to sign the ordinance and/or return
it to Council, such ordinance shall be considered adopted at the expiration of the 10 day period.

3. The veto power of the Mayor shall not apply to ordinances adopted by initiative or referendum.

§222. Recording of Ordinances.

All ordinances shall be contained in permanent separate record books. The ordinance book and all other actions
taken by Council at a public meeting shall be open and available for public inspection at normal business hours in
the office of the City Clerk, and a copy in the Reading Public Library.

§223. Codification of Ordinances.

Within 3 years after the effective date of this Charter, the Council shall provide for a codification with an index of
ordinances of the City. No later than 3 months after the close of each year, Council, with the assistance of the City's
legal department, shall classify ordinances according to the division and subdivision of the Code for insertion in the
Code during said year.

§224. Action by Resolution or Motion.

Nothing in the Article is intended to preclude Council from taking appropriate action by resolution or motion.

"Editor’s Note: §905 of the Charter provides:
8905. City Council Action on Budget.

1. Notice and Hearing. Council shall publish in one or more newspapers of general circulation in the City the
general summary of the budget with a notice stating:

A. The times and places where copies of the budget message and budget document are available for
inspection by the public.

B. The time, place and date, not less than 15 days or more than 30 days after such publication, for a public
hearing on the budget. The public hearing shall not be on the date of a regular Council meeting.

C.  The proposed budget shall be available for public inspection at City Hall and copies shall be available
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F.

Repeal or amend any ordinance.

for the public at a reasonable fee to be set by the Council.

Amendment Before Adoption.

A.

After the public hearing, the City Council may adopt the budget, with or without amendment. In
amending the budget, it may add or increase programs or amounts and may delete or decrease any
programs, or amounts, except expenditures required by law or for debt service or for an estimated cash
deficit, provided that no amendment to the budget shall increase the authorized expenditures to an
amount greater than total estimated income and thereby allowing for line item changes by the City
Council.

If the amended budget increases, decreases or readjusts funding requirements by more than 5%, or adds
or deletes a program, the Budget shall be returned to the Mayor immediately for comment and
resubmission to the Council within 3 normal City work days.

Council shall provide for another public hearing to be held within 5 days after the Mayor has
resubmitted the Budget.

Adoption. Council must adopt an annual budget by no later than December 15 of the fiscal year currently
ending. If Council fails to adopt a budget by December 15 then the Mayor's original proposed balanced budget
shall become the official budget of the City for the ensuing fiscal year.

8912. City Council Action on Capital Program.

1.

Notice and Hearing. Council shall publish in one or more newspapers of general circulation in the City the
general summary of the capital program with a notice stating:

A.

The times and places where copies of the capital program message and capital program document are
available for inspection by the public.

The time, place and date, not less than 15 days or more than 30 days after such publication, for a public
hearing on the capital program. The public hearing shall not be on the date of a regular Council meeting
or on hearing date of the operating budget.

The proposed capital program shall be available for public inspection at City Hall and copies shall be
available for the public at a reasonable fee to be set by the Council.

Adoption. Council must adopt an annual capital program by no later than December 15 of the fiscal year
currently ending. If Council fails to adopt a capital program by December 15 then the Mayor's original capital
program shall become the official capital program of the City for the ensuing fiscal year.

§913. Public Records.

Copies of the budget, capital program and appropriation and revenue ordinances shall be public records and shall

be made available to the public at suitable places in the City
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G.  Adopt procedures for purchasing of products, goods, or services, for the making
of contracts and for the sale or lease of personal or real property of the City. (See
Charter, §915°).

8Editor’s Note: §915 of the Charter provides:

8915. Bidding Process.

1.

Whenever the estimated cost of any construction, erection, installation, completion, alteration, repair of, or
addition to, any project subject to the control of the City shall exceed $10,000, it shall be the duty of the City
to have such work performed pursuant to a contract, awarded to the lowest responsible bidder (subject to
subsection (2)(d)) hereof, after advertisement for bids. Every such contract shall contain a provision obligating
the contractor to the prompt payment of all material furnished, labor supplied or performed, rental for
equipment employed, and services rendered by public utilities in or in connection with the prosecution of the
work, whether or not the said material, labor, equipment or service enter into and become component parts
of the work or improvement contemplated. Such provision shall be deemed to be included for the benefit of
every person, copartnership, association or corporation who, as subcontractor or otherwise has furnished
material supplied or performed labor, rented equipment or services in or in connection with the prosecution
of the work as aforesaid, and the inclusion thereof in any contract shall preclude the filing by any such person,
copartnership, association or corporation of any mechanics' lien claim for such material, labor or rental of
equipment.

Whenever the estimated costs of any purchase of supplies, materials or equipment or the rental of any
equipment, whether or not the same is to be used in connection with the construction, erection, installation,
completion, alteration, repair of, or addition to, any project subject to the control of the City, shall exceed
$10,000, it shall be the duty of the City to have such purchase or rental made pursuant to a contract awarded
to the lowest responsible bidder (subject to subsection (2)(d)) hereof, after advertisement for bids, such
advertisement to be inserted in a newspaper of general circulation in Berks County.

A. The City shall not evade the provisions of subsection (1) or (2) as to advertising for bids by purchasing
materials or contracting for services piecemeal for the purpose of obtaining prices under $10,000 upon
transactions which should, in the exercise of reasonable discretion and prudence, be conducted as one
transaction amounting to more than $10,000. This provision is intended to make unlawful the practice
of evading advertising requirements by making a series of purchases or contracts, each for less than the
advertising requirement price, or by making several simultaneous purchases or contracts, each below
said price, when, in either case, the transactions involved should have been made as one transaction for
one price.

B.  Written or telephonic price quotations from at least three qualified and responsible contractors shall be
requested for all contracts that exceed $4,000 but are less than the amount requiring advertisement and
competitive bidding or, in lieu of price quotations, a memorandum shall be kept on file showing that
fewer than three qualified contractors exist in the market area within which it is practicable to obtain
guotations. A written record of telephonic price quotations shall be made and shall contain at least the
date of the quotation, the name of the contractor and the contractor's representative, the construction,
reconstruction, repair, maintenance or work which was the subject of the quotation and the price.
Written price quotations and written records of telephonic price quotations and memoranda shall be
retained for a period of 3 years.

The City shall require as a condition of the award of any contract, pursuant to subsection (1) or (2) of this
Section, that the contractor give to the City any bond or letter of credit (including bonds for the performance
of the contract, and for the prompt payment by the contractor for material, supplies, labor, services and
equipment) which are prescribed by law for contracts awarded by cities of the third class.

Notwithstanding anything to the contrary contained in this Section, City Council may, in those cases where
an individual or company with headquarters in the City submits a bid which is within 10% of the lowest bid,
award the contract to said individual or company. In acting pursuant to this provision, City Council shall find
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2.

H.

J.

K.

Adopt other actions which are legislative in nature.
Authorize the borrowing of money.
Purchase, convey or lease lands or buildings.

Adopt zoning, subdivision or other land use controls.

Ordinance Form and Procedure.

A.

Every proposed ordinance shall be introduced in writing and in the form required
for final adoption. No ordinance shall contain more than one subject which shall
be clearly expressed in its title. The enacting clause shall be "The City of Reading,
Pennsylvania ordains. . ..” Any ordinance which repeals or amends an existing
ordinance shall set out the full ordinance, Sections or subsections to be repealed
or amended, and shall indicate matter to be omitted by enclosing it in brackets or
by strike-out type and shall indicate new matter by underscoring or by italics.

An ordinance may be introduced by any member of the Council at any regular or
special meeting of the Council without vote. After introduction of any ordinance,
a copy shall be distributed to each Council member and to the Mayor, and a
reasonable number of copies shall be filed in the office of the City Clerk and in
such other public places such as the Council may designate by resolution. (See the
Charter, §§216 and 217°))

that such an award will be in the best interests of the citizens of the City. The City Council must show just
cause for the awarding of such contracts to locally owned companies who provide local labor, materials or
produced goods.

All contracts shall be onfile in the office of the City Auditor and shall be available for public inspection during
normal business hours.

°Editor’s Note: §8216 and 217 of the Charter provides:

§216. Form of Ordinance.

Every ordinance shall have a title clearly expressing its subject and every ordinance shall contain only one subject.

§217. Procedures.

1.

The first reading of an ordinance may be introduced by any member at any regular or special meeting of the
Council without vote.

After the first reading, the City Clerk shall distribute a copy of the proposed ordinance to each Council
Member and to the Mayor and shall file and make available a reasonable number of copies in the office of the
City Clerk.
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3. Ordinance Requiring Prior Public Notice and Hearing. No final action shall be taken
on the following types of ordinances and amendments thereto without public hearing
thereon and at least 10 days published notice in a newspaper of general circulation in the

City:

A.  Zoning ordinance and amendments thereto.

B. Adoption of the zoning map and amendments thereto.

C. Subdivision regulations.

D. Land development and land use regulations.

E. New taxes, or increases in the rate of existing taxes.

F. Adopt and/or amend the annual budget and capital program.

4. Enactment of Ordinance.

A. Emergency ordinance, refer to the Charter, §220%.

B. An action on any ordinance bill shall be at a public meeting of Council and shall
be by majority vote of the Council as a whole, and attested by the City Clerk who
shall affix the municipal seal and insert the dates of the Council actions. [Ord. 24-
1996]

C. Five votes shall be required to:

(1) Override a mayoral veto.

(2) Approve capital projects.

5. Recording.

A.

Within 7 days after enactment of an ordinance, the City Clerk shall cause to be
recorded in the Municipal Ordinance Book a verbatim copy of such ordinance,

YEditor’s Note: §220 of the Charter provides:

§220. Emergency Ordinance.

An emergency ordinance may be adopted to meet a public emergency posing a sudden, clear and present danger
to life or property. An emergency ordinance shall be introduced in the form and manner prescribed for ordinance
generally, except that it shall be plainly designated as an emergency ordinance and shall describe in clear and
specific terms the nature of the emergency. Every emergency ordinance shall automatically stand repealed as of the
91st day following the date on which it was adopted, but this shall not prevent re-enactment of the ordinance if the
emergency still exists.
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which shall contain a notation of the date of enactment and the name of the
newspaper and date, if any, on which publication was made (see Charter, §222').

It shall not be necessary to record in the Ordinance Book the full text of any
ordinance where there is a specific provision in the laws of Pennsylvania
permitting adoption and recording by reference or in the case of an ordinance
adopting, with or without amendment or modification, any standard building,
plumbing, electrical, housing, or other technical code complete in itself, for the
regulation of trade, occupation or line of activity or undertaking, but in the latter
cases it shall be necessary only to record the ordinance adopting the same by
reference and indicating the municipal office where the complete code or
ordinances shall be available.

Whenever an ordinance shall be specifically amended or repealed, the City Clerk
shall cause a notation to that effect to be made in the Ordinance Book at the
location where the recording of such ordinance shall commence.

Whenever an ordinance shall prescribe a condition to its becoming effective, in the
nature of an acceptance by a party thereto, the meeting of such condition or the
failure to meet the same shall likewise be noted by the appropriate place in the
Ordinance Book.

6. Codes of Technical Regulations. (See the Charter, §216'%) The Council may adopt any
standard Code of Technical Regulations by reference thereto in an adopting ordinance
as prescribed for ordinances generally except that:

A.

The procedures and requirements governing such adopting ordinances shall be
construed to include copies of technical regulations as well as the adopting
ordinance.

A copy of each adopted Code shall be attached to the adopting ordinance shall be
authenticated and recorded.

“Editor’s Note: §222 of the Charter provides:

.§222. Recording of Ordinances.

All ordinances shall be contained in permanent separate record books. The ordinance book and all other actions
taken by Council at a public meeting shall be open and available for public inspection at normal business hours in
the office of the City Clerk, and a copy in the Reading Public Library.

?Editor’s Note: §216 of the Charter provides:

§216. Form of Ordinance.

Every ordinance shall have a title clearly expressing its subject and every ordinance shall contain only one subject.
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7. Availability of Ordinances and Copies Thereof. The ordinance book shall be open and
available for public inspection during office hours and copies of ordinances shall be
obtainable upon payment of a reasonable reproduction charge.

8. Enforcement of Ordinances, Procedures and Penalties. Unless otherwise prescribed by
City ordinance or other applicable law, any violation of an ordinance shall constitute a
civil violation, as defined by the laws of the Commonwealth, and shall be prosecuted in
accordance with the laws of the Commonwealth and the Rules of Civil Procedure
adopted by the Pennsylvania Supreme Court.

A.

Penalties. Except where specific penalties are provided elsewhere by ordinance
or other applicable law, any person or entity who shall violate any ordinance or
any provision of any code or other regulation adopted by reference in an
ordinance shall, upon adjudication and finding of a violation, pay a civil penalty
not to exceed $1000 for each offense, plus costs of prosecution and attorney’s fees
where authorized; all such penalties shall be collected as provided by law.

Continuing Violations. Each day any violation continues shall constitute a
separate offense and the person or entity responsible for such violation shall be
punished as provided above for each separate offense.

Abatement of Nuisances. In addition to the penalties and other remedies herein
provided, any condition caused or permitted to exist in violation of any ordinance
will be deemed a public nuisance and may be abated by the City with the costs of
such abatement borne by the person or entity owning the property upon which
condition exists. Such costs will be collected for the use of the City as debts by law
are collected or by a municipal claim or lien filed as provided by law. Each day
that such condition continues shall be regarded as a separate offense.

Action at Law or in Equity. In addition to the enforcement of provisions herein
provided, the City may institute an appropriate action or proceeding at law or in
equity against a person or entity responsible for violation of any ordinance and
request either or both of the following remedies:

(1) To cease, correct or remove the violation.

(2) To enforce the penalty provisions of the ordinance or seek other remedies
as are just and reasonable.

Cumulative Penalties. Whenever the Administrative Code or any ordinance
provides alternative penalties or remedies they shall be cumulative. The
imposition of any such penalty or remedy shall not prevent the city from invoking
any other penalty or remedy provided therefore.
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Actions of Council other than Ordinance Adoption. (See Charter, §224*) Other
business of Council may be undertaken by adoption of resolutions, enactment of
proclamations, or the approval of motions which shall require a simple majority vote of
Council unless otherwise required by law.

(Ord. 17-1996, 6/24/1996, §2.12; as amended by Ord. 24-1996, 8/26/1996, 81)

81-123. Independent Legal Counsel.

In the event either the Mayor/Administration or City Council require legal representation in
an area of conflict, each party shall have the ability to select their own legal counsel
independent of the City.

(Ord. 17-1996, 6/24/1996, §2.13; as added by Ord. 22-1998, 7/13/1998, 84)

81-124. Redistricting Process.

1.

After each decennial census Council shall, within 60 days after the receipt of the census
information from the Federal Government, appoint a Redistricting Advisory Commis-
sion. Each Council member shall appoint one person from his/her respective district.
The President of Council shall select one member to represent the at-large community.
The Planning Commission will be asked to assign 2 current members to the Advisory
Commission.

This Redistricting Advisory Commission shall review and compare the new and old
census information with the current Council District configuration. This group shall
prepare and present redistricting a proposal(s) to the full body of Council in no less than
120 days after their appointment

The district proposals shall give strong consideration to the combination of neighbor-
hoods that are continuous but that share similar quality of life issues. This configuration
will support the principle of electing representatives that can easily represent the voice
of the community they represent. The Advisory Commission shall also consider the
Federal redistricting laws.

Council shall hold a minimum of one public hearing to get public input on the
redistricting proposal(s), within 45 days of their receipt of the proposals from the

BEditor’s Note: §224 of the Charter provides:

§224. Action by Resolution or Motion.

Nothing in the Article is intended to preclude Council from taking appropriate action by resolution or motion.
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Redistricting Advisory Commission and shall adopt by ordinance a redistricting plan,
either new or status quo, at their next regular business meeting.

(Ord. 17-1996, 6/24/1996; as added by Ord. 23-2002, 5/28/2002, §2)
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C. Mayor; Chief Executive Officer.
81-131. Power and Duties.

The Mayor shall be the Chief Executive Officer of the City of Reading and shall have those
powers and duties prescribed by law, the Charter (See §301, "The Mayor"'*) and ordinance and
include but not be limited to the following. The Mayor is ultimately responsible to the people
of Reading for the administration of the government. This does not mean, however, that the
Mayor need perform each activity mentioned below. Rather, the Mayor as the chief executive
officer may assign duties as he/she deems necessary.

A.  Section 308(A) through (N) of the Charter, "Powers and Duties of the Mayor."*

“Editor’s Note: §301 of the Charter provides:
§301. The Mayor.

The executive, administrative and law enforcement powers of the City shall be vested in the Mayor. The Mayor shall
control a accountable for the executive branch of City government, as provided by this Charter.

BEditor’s Note: §308 of the Charter provides:
8308. Powers and Duties of the Mayor.
The Mayor shall have the following powers and duties:

A. Execute, enforce, and obey the ordinances of the City and laws of the Commonwealth of Pennsylvania
and the United States of America.

B. Prepare and present a budget to City Council in accordance with the provisions of this Charter.
C. Inform City Council and the public each January of the financial and general condition of the City.

D.  Provide Council with all information concerning finances and general conditions of the City as may be
requested by Council.

E. Introduce proposed legislation to Council and make recommendations to City Council concerning the
affairs of the City.

F. Be responsible for the hiring, with the approval of Council, of the City Managing Director.

G. Direct and supervise the administration of all departments, offices and agencies of the City, except as
otherwise provided by the Charter or by law.

H.  Ensure that all laws, provisions of this Charter and acts of City Council, subject to enforcement by the
Managing Director, are faithfully executed by the Managing Director.

1. Be responsible for the establishment and development of administrative policy to be implemented by
the Managing Director.

J. Be present or represented at all public Council meetings. The Mayor may participate in all public
discussions but shall have no vote.

Page Revised 4/22/2002 1-33

Back

Next



ADMINISTRATION AND GOVERNMENT

B. Section 221 of the Charter, "Submission to Mayor and Veto Power."*
C.  Section 309 of the Charter, "Appointment by the Mayor.""

D.  Section 310 of the Charter, "Removals by Mayor."®

K.  Execute all bonds, notes, contracts and written obligations of the City.

L. Issue subpoenas and compulsory processes, under the official seal of the Mayor, for the attendance of
such persons and the production of such books and records as deemed necessary by the Mayor, and
seek enforcement of such subpoenas by the Court of Common Pleas of Berks County.

M.  Unless otherwise provided, be responsible for the employment of personnel necessary for the effective
operation of City Government.

N.  Perform such other duties and exercise such other powers as stated in this Charter, by law or ordinance.

SEditor’s Note: §221 of the Charter provides:

§221. Submission to Mayor and Veto Power.

1. Before any ordinance takes effect it must first be submitted to the Mayor for approval. The Mayor shall sign
the ordinance within 10 days, if approved, but if not, shall return it to Council stating objections. Council shall
at its next meeting, reconsider the ordinance and may pass it over the Mayor's veto by the affirmative vote of

five members of City Council.

2. If the Mayor fails within 10 days after any ordinance is submitted to him to sign the ordinance and/or return
it to Council, such ordinance shall be considered adopted at the expiration of the 10 day period.

3. The veto power of the Mayor shall not apply to ordinances adopted by initiative or referendum.

YEditor’s Note: §309 of the Charter provides:
§309. Appointment by the Mayor.
The Mayor shall appoint:

A. OneCity Solicitor. Any person so appointed shall hold office unless removed during the term for which
the Mayor is elected and until a successor is appointed and qualified. Four affirmative votes of Council
shall be necessary for confirmation.

B.  All members of Boards, Authorities and Commissions over which he has the power to appoint. Four
affirmative votes of Council shall be necessary for confirmation.

Editor’s Note: §310 of the Charter provides:
§310. Removals by Mayor.
The Mayor may remove from office anyone appointed pursuant to §309(B), unless otherwise provided by law.
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E.  Section 311 of the Charter, "Managing Director."*
F. Section 401 of the Charter, "Appointment, Qualifications, Compensation."20

G.  Section 404(1), (2) of the Charter, "Removal."*

Editor’s Note: §311 of the Charter provides:

§311. Managing Director.

The Mayor, pursuant to the provisions of this Charter, shall appoint a full-time officer of the City who shall have

the title of Managing Director and who shall receive compensation comparable to that received by a person in a

position of similar responsibilities.

“Editor’s Note: §401 of the Charter provides:

8401. Appointment; Qualifications; Compensation.

1. Within 90 days of taking office, the Mayor, with the approval of City Council, shall appoint a Managing
Director for an indefinite term, subject to at least a biennial review, and fix the Managing Director's
compensation. The Managing Director need not be a resident of the City at the time of appointment, but after
appointment shall reside in the City. The Managing Director shall establish such City residency within 12
months of being appointed.

2. Any candidate for Managing Director shall:

A. Have a master's degree in public administration, business administration, or its equivalent, and have
at least 3 years experience at an executive or administrative level.

B. Have a bachelors degree in public administration, or its equivalent, and have at least 5 years of
experience at an executive or administrative level.

3. City Council may, by ordinance, establish additional qualifications for the position of Managing Director,
prior to advertisement for the hiring of the Managing Director.

4. In the event that the position of Managing Director cannot be filled by the Mayor, the Mayor may appoint a
temporary Managing Director for a period of time not to exceed 90 days. During this period of time, the
Mayor shall continue to use all available means to fill the position.

5. In the event the Mayor has not filled the position of Managing Director within 180 days of taking office, City
Council shall, within 90 days thereafter, hire a Managing Director. Any person hired by City Council shall
hold the qualifications for said position prescribed by this Charter. The Mayor shall not have the power of veto
over any candidate hired by City Council in accordance with the provisions of this Charter.

ZEditor’s Note: §8404(1) and (2) of the Charter provides:

8404. Removal.

1. The Managing Director may be removed from office by the Mayor at any time, without cause.

2. At least 15 days prior to the removal from office, the Mayor shall notify the Managing Director and City
Council in writing of such removal.
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H. Section 603 of the Charter, "Heads of Department, Offices, and Agencies."22

l. Section 706 of the Charter, "Compensation of Heads of Departments, Offices, and
Agencies."?

J. Section 801 of the Charter, "City Solicitor, Qualifications and Responsibilities."24
There shall be one full-time City Solicitor. Temporary solicitors may be engaged
as the need arises. That need may be in areas such as labor relations and tax
administration (to mention but a few), or for specific cases. The Mayor will make
that determination.

2Editor’s Note: §603 of the Charter provides:
8603. Heads of Departments, Offices, and Agencies.

1. Appointment. Except as otherwise provided by this Charter, the Mayor shall appoint and remove the head
of any department, office and agency. An appointment shall not be effective unless City Council by resolution
confirms it or fails to reject it within 60 days after the appointment. The appointee shall serve unless rejected
by City Council or until removal from office, whichever is sooner.

2, Removal. The Mayor shall have the power at any time to remove the head of any department, office or agency
immediately under the Managing Director's direction and supervision, but the Mayor shall within 14 days
notify in writing City Council of the removal and the reason for it.

ZEditor’s Note: §706 of the Charter provides:
§706. Compensation of Heads of Departments, Offices and Agencies.

The compensation of all heads of departments, offices and agencies under the direction of the Mayor shall be
proposed by the Mayor and approved by ordinance. Compensation of all other employees shall be setin accordance
with the uniform pay plan established by City Council in the Personnel Code. All such heads of departments, offices
and agencies need not be residents of the City at the time of appointment, but after appointment shall reside in the
City. City residency shall be required within 12 months of being appointed.

#Editor’s Note: 8801 of the Charter provides:
8801. Qualifications and Responsibilities.

1. The Mayor shall appoint, with the approval of Council, a Solicitor who shall be a member of the Bar of the
Supreme Court of Pennsylvania and experienced in municipal law. The Solicitor, as head of the Legal
Department, shall serve as chief legal advisor to the Mayor, the Council, and all City departments and
agencies; and shall represent the City in all legal proceedings and shall perform such other duties prescribed
by law, by this Charter, by the City Administrative Code or action of Council. It is the intent of this Charter
that only one person shall be the legal advisor of the City except as may be otherwise required by law.

2. The Mayor, with the approval of Council, shall have the power, if needed, to engage other temporary solicitors
to represent the City as the need may be. Such appointments shall be temporary and shall be for the purpose

of representing the City in specific individual legal matters. Such representation shall be secured by requests
for proposal.
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K. Section 902 of the Charter, "Submission of Balanced Budget and Capital
Program."®

L. Section 904 of the Charter, "Budget."®

BEditor’s Note: §902 of the Charter provides:

8902. Submission of Balanced Budget and Capital Program.

On or before 90 days prior to the ensuing fiscal year the department heads will submit proposed budget and capital
program to the Managing Director. On or before 60 days prior to the ensuing fiscal year the Mayor will submit to
the City Council abalanced budget, capital program, and an accompanying message. The proposed balanced budget
and capital program shall be in such form as the Mayor deems desirable, unless otherwise required by Council.
*Editor’s Note: §904 of the Charter provides:

§904. Budget.

The budget shall provide a complete financial plan of all City funds and activities for the ensuing fiscal year in
accordance with all generally accepted accounting principles and, except as required by this Charter, shall be in such
form as the Mayor deems desirable or the Council may require. In organizing the budget, the Mayor shall utilize
the most feasible combination of expenditure classification by fund, organization unit, program, purpose or activity,
and object. The budget shall contain, among other things, the following:

A. Itshall begin with a general summary of its contents.

B. It shall show in detail all estimated income, indicating the existing and proposed tax levies, as well as
other assessments, fees and charges.

C. Itshall show all proposed expenditures, including debt service, for the ensuing fiscal year.
D. Itshall show the number of proposed employees in every job classification.

E. Itshall be so arranged as to show comparative figures for actual and estimated income and expenditures
for the current fiscal year and actual income and expenditures of the preceding 4 fiscal years.

F. It shall indicate proposed expenditures during the ensuing fiscal year, detailed by offices, departments
and agencies, in terms of their respective work programs and the methods of financing such
expenditures.

G. It shall indicate proposed capital expenditures during the ensuing fiscal year, detailed by offices,
departments and agencies when practicable, and the proposed method of financing each such capital
expenditure. The Mayor will include this separate capital program section in the annual budget and
submit to Council with appropriate supporting information as to the necessity for such programs.

H. It shall indicate anticipated net surplus or deficit for the ensuing fiscal year of each utility owned or
operated by the City and the proposed method of its disposition; subsidiary budgets for each such utility
giving detailed income and expenditure information shall be attached as appendices to the budget.

The total of proposed expenditures shall not exceed the total of estimated income.
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M.  Section 905(B) of the Charter, "Amendment (Budget) Before Adoption."*’

N.  Section 908 of the Charter, "Amendments (Budget) After Adoption."*

O.  Section 910 of the Charter, "Administration of the Budget, and Capital Program."#

n30

P. Section 911 of the Charter, "Capital Program.

ZEditor’s Note: §905(B) of the Charter provides:

8905. City Council Action on Budget.

B. The time, place and date, not less than 15 days or more than 30 days after such publication, for a public
hearing on the budget. The public hearing shall not be on the date of a regular Council meeting.

“Editor’s Note: §908 of the Charter provides:

8908. Amendment After Adoption.

1. Emergency appropriations may be made by the Council to meet a public emergency posing a sudden, clear
and present danger to life or property. Such appropriations may be made by emergency ordinance in

accordance with the provisions of §220 of this Charter.

2. Supplemental appropriations may be made by the Council by ordinance upon certification by the Mayor that
there are available for appropriate revenues in excess of those estimated in the budget.

3. Transfer of appropriations may be made in accordance with provision of the Administrative Code [Chapter
1, Part 1].

#Editor’s Note: §910 of the Charter provides:

8910. Administration of the Budget and Capital Program.

The Mayor shall be responsible for and with the assistance of the Managing Director shall supervise the
administration of the annual and capital budgets.

®Editor’s Note: §911 of the Charter provides:

§911. Capital Program.

1. Submission to City Council. The Mayor shall prepare and submit to the City Council a5 year capital program
no later than the final date for submission of the budget.

2. Contents of Capital Program. The capital program shall include:
A. Aclear general summary of its contents.
B.  Alistofall capital improvements and other capital expenditures which are proposed to be undertaken

during the 5 fiscal years next ensuing, with appropriate supporting information as to the necessity for
each.
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E.

F.

Cost estimates and recommended time schedules for each improvement of other capital expenditure.
Method of financing, upon which each capital expenditure is to be reliant.
The estimated annual cost of operating and maintaining the facilities to be constructed or acquired.

All capital projects must be included in the capital program budget.

The above shall be revised and extended each year with regard to capital improvements still pending or in
process of construction or acquisition.

3. Financing Capital Projects. Bonds required for financing capital projects shall be secured by competitive
bidding.

4. Capital Projects Approved. Proposed capital projects in the capital programs must be considered on their own
individual merits by the Finance Manager, the City Auditor and the proposer of the project. The procedures
to approve the individual capital projects are:

A.

)
@

©)
4)

Preliminary Feasibility Study. The capital project preliminary feasibility study shall include:
A clear general summary of its purpose and justification.

The cost estimates and time schedule for the capital project including the cost of the post project
completion audit.

The method of financing and sources upon which this capital project is reliant.

The annual cost of operating and maintaining the project to be constructed or acquired.

The Council approval of capital projects in this preliminary feasibility study will require a simple majority
vote in order to move on to a final approval and funding acceptance.

B. Final Proposal and Financing. The final capital project proposal and financing shall include:

(1) A clear general summary of its purpose and justification.

(2) The cost estimates and time schedule for the capital project including the cost of the post project
completion audit.

(3) The method of financing and sources upon which this capital project is reliant.

(4) The annual cost of operating and maintaining the project to be constructed or acquired.

(5) This final capital project proposal will be published and made available for the public to review (Use
Notice and Hearing Notice, §912). Capital project replaces capital program. The final Council approval
of capital projects will require five votes to approve.

C. Capital Project Reporting.

(1) Current Projects. All capital projects in process must be reported on a quarterly basis and provide an
update on cost, completion date and estimated revised operating costs. This information is to be
supplied by the Finance Manager and the Project Manager to the City Council in such a form that it is
available to the public.

(2) Extended Projects. If commencement of a capital project does not begin by end of the fiscal year
following the year in which final approval is obtained the project must go through subsection (3)(A) and
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Q.  Section 914 of the Charter, "Independent Audit."*
R. Section 1201(3) of the Charter, "Board of Ethics."*

S. Section 1203 of the Charter, "Review of Charter."*®

(B).

5. Post Project Completion Audit. Following completion of the capital project a complete and detailed audit
must be published and made available to the public. This post audit is to be completed by an independent
auditor appointed by the Council. The purpose of the post audit is to confirm the estimates of costs and
explain any deviation between actual and estimated costs.

*'Editor’s Note: §914 of the Charter provides:
8914. Independent Audit.

The Council shall provide for an annual independent audit to be completed and submitted to the Mayor within 180
days of the close of the fiscal year. It shall include City receipts, expenditures, accounts and reports by a
Pennsylvania certified public accountant or a certified public accounting firm, experienced in municipal finance,
having no personal interest, direct or indirect, in the fiscal affairs of the City or any of its elected or appointed
personnel. The Council may provide for more frequent audits at its discretion. Within 30 days of completion, the
Mayor shall present to the Council the results of the annual audit and a financial statement of the fiscal affairs of
the City, with the results of the independent auditor's survey of internal control and any recommendations thereon.
The evaluation of the internal control shall take the form of a management letter. This management letter shall be
submitted to the City Council after every audit. A summary of the annual audit of the independent auditor shall be
published at least once in one or more newspapers of general circulation in the City within 30 days after submission
to the Mayor. The annual audit shall be conducted in accordance with generally accepted auditing standards. The
financial report shall be prepared in accordance with generally accepted accounting principles, and shall include
a balance sheet for each fund, and on a consolidated fund basis reflecting all current assets, current liabilities and
fund balances. The Council shall designate such accountant or firm annually or for a period not exceeding 3 years.

®Editor’s Note: §1201(C) of the Charter provides:

81202. Conflict of Interest and Code of Ethics.
(C) Actin a private capacity on matters dealt with as a public official or employee.

®Editor’s Note: §1203 of the Charter provides:
§1203. Review of Charter.

At least every 10 years, except for the initial Charter review which shall take place under this provision no sooner
than 5 years but no later than 10 years after the effective date of this Charter, City Council and the Mayor shall
appoint a Charter Review Commission composed of 11 members, the majority of whom shall not be City officials
or employees. Seven members of this Commission shall be appointed by City Council and four members shall be
appointed by the Mayor. All appointees shall be current residents and registered voters of the City. The Charter
Review Commission shall review the current Charter, submit a report to City Council, the Mayor, and the citizens
of the City, within 6 months of its appointment, and recommend any proposed amendments to the Charter. All
proposed amendments shall be placed on the ballot no later than the next municipal election. City Council shall
provide appropriations for the reasonable expenses incurred by the Charter Review Commission.
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T.  Section 1307(3) of the Charter, "Personnel Action."**
U.  Shall have the authority to administer oaths and affirmations in relation to any

matter regarding the authentication of an account or claim or demand of or against
the City, but shall not be entitled to receive any fee therefore.

(Ord. 17-1996, 6/24/1996, §3.01)

81-132. Independent Legal Counsel.

In the event either the Mayor/Administration or City Council require legal representation in
an area of conflict, each party shall have the ability to select their own legal counsel
independent of the City.

(Ord. 17-1996, 6/24/1996, §3.02; as added by Ord. 22-1998, 7/13/1998, 85)

81-133. Termination of Department Directors.
1. Definitions.
CITY COUNCIL - the elected or appointed City Council persons of the City of Reading.

DEPARTMENT DIRECTOR - any person employed by the City of Reading as the
Finance Director, Managing Director, Public Works Director, Director of Human
Resources, Chief of Police, Chief of the Department of Fire and Rescue Services, Director
of Community Development or City Solicitor. A department director shall also include
any such person who is employed by the City of Reading as the acting director of any
of the aforementioned departments for a period of more than 6 months.

MAYOR - the Chief Executive Officer of the City of Reading.

TERMINATION - action taken by the Mayor or the City Council which ends the
employment of one or more of the aforementioned department directors.

¥Editor’s Note: §1307(3) of the Charter provides:
§1307. Personnel.

3. Personnel Action. Until approval by City Council of the Personnel Code required by §703, the Mayor, in
consultation with the Managing Director, shall have the power to establish by written directive a personnel
system for all employees. All appointments and promotions, except additions to the exempt service, shall be
made on the basis of merit and fitness. All personnel actions shall be in accordance with the provisions of a
personnel system established by such written directive. Copies of all such directives shall be forwarded by
the Mayor to City Council within 24 hours after being issued.
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TERMINATION FOR CAUSE - an act of the Mayor or the City Council which ends the
employment of any of the aforementioned department directors for the following
reasons: violation of the City of Reading’s residency requirement, conviction of any
criminal act relating to employment with the City, conviction of a felony, conduct which
violates the City’s established work rules or for inability to perform the tasks associated
with one’s employment.

2. Severance Package.

A.

Termination for Reasons Other Than Just Cause. Any department director
terminated for reasons other than just cause shall receive a payment equal to
salary payments the department head would have received over a 12 week period
at the department director’s current rate of pay in effect on the day prior to the
date of termination. Any department director receiving a payment equal to 12
weeks worth of pay at the rate he was receiving on the day prior to his termination
shall not receive any other monetary compensation from the City of Reading at the
time of his termination including, but not limited to, payment for any accrued
vacation time or compensatory time which had been earned prior to termination.

Termination for Just Cause. Any department director terminated for just cause
shall receive a payment equal to any accrued and unused vacation days as
tabulated by the Department of Human Resources on the day prior to the date of
termination.

Compensatory Time. Upon termination for any reason, no department director
of the City of Reading shall receive a payment for any unused or accrued
compensatory time.

Health Benefits. Any department director terminated for a reason other than just
cause shall receive medical benefits provided for by the City of Reading at the
same level he/she was receiving on the date prior to his/her termination for a
period not to exceed 90 days. Local benefits provided by the City of Reading shall
cease on the 90th day following the termination of the department director or
when the department director secure health and medical insurance through
attainment of other employment, whichever comes first. Any department director
terminated for just cause shall only receive the medical benefits which the City of
Reading is required to provide any employee at the time of his/her termination.

3. Information Hearing Following Termination for Just Cause.

A.

Notice of Termination for Just Cause. Any department director terminated for
just cause shall be provided with a written notice of proposed termination which
contains the reasons and factual basis for such action.

Hearing. Within 7 days of receiving notice of termination the department director
may request an opportunity to respond to the reasons provided by the Mayor for
his/her termination. If a request for such a hearing is made the Mayor shall
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conduct a meeting, which may be in form or nature, that which the department
director may respond to the reasons given for his proposed termination. At such
meeting the department director may be represented by an attorney of his
choosing and present evidence or information relevant to the reasons and factual
basis set forth in the notice of proposed termination. After such hearing the Mayor
may do one of three things: he may rescind the notice of proposed termination
which was served upon the department director, he may convert the department
director’s termination into a termination for reasons other than just cause or he
may maintain the termination for just cause.

(Ord. 17-1996, 6/24/1996; as added by Ord. 42-1999, 12/27/1999, 81)
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D. Managing Director; Chief Administrative Officer.

81-141. Power and Duties.

The Managing Director shall be the Chief Administrative Officer of the City of Reading
responsible to the Mayor for the Administration of all City affairs placed in the Managing
Director's charge pursuant to the Charter. The power and duties prescribed by law, the charter
and ordinance shall include but not be limited to the following:

A. Section 406 of the Charter, "Power and Duties."®

B. Section 402 of the Charter, "Approval by Council".*

®Editor’s Note: §406 of the Charter provides:

8§406. Powers and Duties.

The Managing Director shall be the chief administrative officer of the City, responsible to the Mayor for the
administration of all City affairs placed in the Managing Director's charge pursuant to this Charter. In addition to

other powers and duties prescribed by this Charter, the Managing Director shall:

A. Execute and enforce the provisions of this Charter and all ordinances, resolutions, and motions of City
Council.

B. Direct and supervise the administration of all departments, offices, and agencies of the City, except as
otherwise provided by this Charter or by law.

C.  Appoint, suspend, or remove any City employee, except as otherwise provided by this Charter or by
law.

D. Prepare and submit to the Mayor on an annual basis a five-year financial plan and a budget.

E. Supervise and direct the negotiation and administration of any collective bargaining agreements with
City employees.

F. Submit to the Mayor a complete report of the finances and administrative activities of the City within
30 days of the end of each fiscal year.

G. Assure that the laws of the Commonwealth relating to the affairs and government of the City are
faithfully executed and enforced.

H.  Presentto the Mayor from time to time such information concerning the business and affairs of the City
as the Managing Director may deem necessary, or as City Council by motion may request; and
recommend such measures for legislative action as are believed to be in the best interests of the City.

l. Perform such other duties as are specified in this Charter or may be required by the Mayor or City
Council.

*Editor’s Note: §402 of the Charter provides:

8402. Approval by Council.

City Council approval shall be necessary for the hiring of the Managing Director appointed by the Mayor. Such
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C. Section 312 of the Charter, "Deputy Mayor."
D.  Section 902 of the Charter, "Balanced Budget and Capital Budget."*®
E. Section 910 of the Charter, "Administer Annual Capital Budget."*

F. Designate himself or some other officer or employee to perform the duties of any
office or position in the administrative service under the supervision of the
Managing Director during a vacancy, absence, or disability of an incumbent.

G.  Prescribe suchrulesand regulations as shall be deemed necessary or expedient for
the conduct and operation of administrative departments and revoke, suspend, or
amend any rule or regulation of the administrative service.

H. Investigate or inquire either personally or through a person designated by the
Managing Director into the operation of any department, division, or office under
the Managing Director's authority.

l. Establish committees and appoint its members within the administrative service
for the purpose of considering and resolving administrative problems.

approval shall be made within 30 days from the date of the appointment. If no action is taken by City Council within
such period, the approval of the hiring of the candidate shall be automatic.

¥Editor’s Note: §312.of the Charter provides:

§312. Deputy Mayor.

In the event of the Mayor's temporary absence from the City, or temporary disability, the Managing Director shall
act as Deputy Mayor. The Deputy Mayor shall exercise all the duties of the Mayor, except the power of appointment
or removal from office.

%Editor’s Note: §902 of the Charter provides:

§902. Submission of Balanced Budget and Capital Program.

On or before 90 days prior to the ensuing fiscal year the department heads will submit proposed budget and capital
program to the Managing Director. On or before 60 days prior to the ensuing fiscal year the Mayor will submit to

the City Council abalanced budget, capital program, and an accompanying message. The proposed balanced budget
and capital program shall be in such form as the Mayor deems desirable, unless otherwise required by Council.

®Editor’s Note: §910 of the Charter provides:
§910. Administration of the Budget and Capital Program.

The Mayor shall be responsible for and with the assistance of the Managing Director shall supervise the
administration of the annual and capital budgets.
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Consult with department directors before initiating new policies and procedures.

Assign any employee of the administrative service to any department requiring
the services of that employee, provided, however, that such assignment is
appropriate to and consistent with the personnel system’s classification of the
employee and applicable personnel rules and regulations.

Investigate and dispose of, or to designate an officer to investigate and dispose of
all complaints regarding city services and report to the Mayor thereon. All
complaints regarding City services shall be referred to the Office of the Managing
Director.

Responsibility for oversight and management of all administrative support
servicesrelating to (1) developing, designing and administering the City computer
system, which includes records management, software needs and coordinating
technology application, and (2) administering the internal communication system
and providing liaison support to boards, authorities and commissions.

Information Technology.

(1) Function. The Division of Information Technology shall be responsible for
developing, designing, and administering the City computer system which
includes records management, software needs, and coordinating technology
application. Additionally it shall administer the internal communication
system. Finally, it shall provide liaison support to boards, authorities and
commissions.

(2) Division Manager.* The Division of Information Technology shall be
headed by a Manager who shall be responsible to the Managing Director for
the performance of the Division, and for all other responsibilities and
obligations that the Managing Director may from time to time assign
consistent with the law, Charter or ordinance.

“Editor’s Note: §8604 and 706 of the Charter provides:
8604. Qualifications.

The heads of departments, offices, and agencies shall be selected solely on the basis of education, training,
experience and professional, executive and administrative abilities; and such other qualifications as may be set forth
in this Charter. (See §706.)

§706. Compensation of Heads of Departments, Offices and Agencies.

The compensation of all heads of departments, offices and agencies under the direction of the Mayor shall be
proposed by the Mayor and approved by ordinance. Compensation of all other employees shall be set in accordance
with the uniform pay plan established by City Council in the Personnel Code. All such heads of departments, offices
and agencies need not be residents of the City at the time of appointment, but after appointment shall reside in the
City. City residency shall be required within 12 months of being appointed.
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(3) Divisions Manager Qualifications. Charter 88604 and 706 speak to general
gualifications. The minimum requirements for this position are a bachelor’s
degree or itsequivalent plus 3 years of management technology experience.

(4) Division Manager Duties. The duties and responsibilities of the Manager
shall include, but not be limited to the below. He/she shall direct person-
ally and through subordinates the performance of these duties and
responsibilities.

(@)

(b)

(©)

(d)

()

[Ord. 42-2004]

Develop and administer computer system services for City depart-
ments.

Assist departmentdirectors in designing and implementing computer
systems for record management and in developing software needs.

Communicate appropriate new technologies, products and software
and hardware systems to department directors.

Develop and administer communication system for departments that
includes e-mail, telephone, mail and duplication services.

Provide liaison services to those boards, authorities, and commissions
that are not directly linked to other departments.

(Ord. 17-1996, 6/24/1996, 8§4.01; as amended by Ord. 42-2004, 10/11/2004, 81)
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E. City Auditor.

81-151. Power and Duties.

The City Auditor shall have financial oversight of the City of Reading finances and shall have
those powers and duties prescribed by law, Charter or ordinance and include but not be limited
to the following:

A.  Section 503(A) through (L) of the Charter, "Responsibilities."*

B.  Section 911(4) of the Charter, "Capital Projects Approved."*

“Editor’s Note: §503(A) through (L) of the Charter provides:
8503. Responsibilities.
The City Auditor shall:

A. Have financial oversight of City finances, independent of the executive and legislative branches and
shall review all expenditures of the Mayor, City Council, and City boards, commissions and agencies.

B. Review the annual budget before approval by City Council, and make nonbinding recommendations
to City Council for consideration.

C. Be present or represented at all Council meetings.

D.  Perform specific audits of City finances from time to time as determined by the City Auditor or City
Council.

E. Report to Council on the progress of the implementation of any recommendations as found in the
annual audit and management letter.

F. Assist in all audits conducted by independent auditors.

G. Assure the accurate and timely completion and submittal of audit reports along with appropriate
follow-up recommendations.

H.  Furnishto City Council, the Mayor, the Managing Director, and others, as appropriate, periodic reports
of audits conducted.

l. Interpret and communicate audit policies and procedures to all City management and staff.
J. Direct internal financial security and loss investigation activities.

K. Prepare an annual budget for the office of City Auditor and operate the office of City Auditor within
approved budget limitations.

L. Issue any subpoenas in order to fulfill the duties and responsibilities of the office of City Auditor.

“'Editor’s Note: §911(4) of the Charter provides:

4. Capital Projects Approved. Proposed capital projects in the capital programs must be considered on their own
individual merits by the Finance Manager, the City Auditor and the proposer of the project. The procedures
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C.

Conduct audits of petty cash funds as appropriate.

(Ord. 17-1996, 6/24/1996, 85.01)

to approve the individual capital projects are:

A.
)
@

©)
4)

Preliminary Feasibility Study. The capital project preliminary feasibility study shall include:
A clear general summary of its purpose and justification.

The cost estimates and time schedule for the capital project including the cost of the post project
completion audit.

The method of financing and sources upon which this capital project is reliant.

The annual cost of operating and maintaining the project to be constructed or acquired.

The Council approval of capital projects in this preliminary feasibility study will require a simple majority
vote in order to move on to a final approval and funding acceptance.

)
@

©)
4)
®)

)

@

Final Proposal and Financing. The final capital project proposal and financing shall include:
A clear general summary of its purpose and justification.

The cost estimates and time schedule for the capital project including the cost of the post project
completion audit.

The method of financing and sources upon which this capital project is reliant.

The annual cost of operating and maintaining the project to be constructed or acquired.

This final capital project proposal will be published and made available for the public to review (Use
Notice and Hearing Notice, §912). Capital project replaces capital program. The final Council approval
of capital projects will require five votes to approve.

Capital Project Reporting.

Current Projects. All capital projects in process must be reported on a quarterly basis and provide an
update on cost, completion date and estimated revised operating costs. This information is to be
supplied by the Finance Manager and the Project Manager to the City Council in such a form that it is

available to the public.

Extended Projects. If commencement of a capital project does not begin by end of the fiscal year
following the year in which final approval is obtained the project must go through subsection (3)(A) and

(B).
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F. City Clerk.

§1-161.

Duties.

The duties of this position will include but are not limited to the following:

A.

B.

Serves as Director of the legislative branch.

Performs general oversight and coordination of the legislative action of City
Council.

Makes recommendations to City Council on policy, regulations, practices and
issues concerning the City of Reading.

Serves as liaison between City Council and other officials.

Acts as representative of Council at meetings and events when so directed by City
Council.

Explains City Council procedures and answers questions on City Council business
from the public, press and administration.

Performs varied public relations activities for City Council and the City of Reading
to promote City issues and initiatives.

2. The City Clerk shall attest to the signature of the Mayor on all appropriate City
documents and contracts. In the event of an emergency and the City Clerk should be
absent, a notary employed by the City of Reading may attest to the Mayor's signature.
A photocopy of the document shall be provided to the City Clerk.

3. The City Clerk authorizes the validity of various documents for use in court. Inthe event
of the City Clerk’s absence, the President or Vice President of Council may authorize the
validity of any Council related document, code or ordinance

(Ord. 17-1996, 6/24/1996, §6.01; as amended by Ord. 28-1998, 10/26/1998, 81)
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G. City Health Officer

§1-171.

Duties of City Health Officer.

The City Health Officer is appointed by the Mayor and reports to the Director of Community
Development where the office and budget is located. Qualifications for this position are
experience and training in public health. This person must be certified by the Pennsylvania
Department of Health. He/She shall have the following duties and responsibilities as
prescribed by the law, Charter and ordinance, and include but not be limited to the following:

A.

B.

Perform the obligations and functions of the City Health Administrator.

Perform and/or assign responsibility for restaurant inspections, review inspec-
tions, issue citations, and close if necessary.

Evaluate and issue handicap parking privilege.
Provide inoculations as required.

Collaborate with Director of Human Resources in workers compensation, sick
leave, family leave, and/or any other health-related issues.

Perform and/or assign responsibility for health inspections of trash trucks.
Provide professional expertise to the lead abatement program.
Administer the animal-bite program.

Provide required reports to the State/Federal governments.

(Ord. 17-1996, 6/24/1996, §7.01)
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H. Department Organization.
§1-181. Administrative Organization.
The administrative service of the City of Reading shall be under the managing director (with

the exception of the City Solicitor) and be comprised of the following Department and directors
thereof:

Department of Finance Director
Department of Human Resources Director
Department of Public Works Director/Engineer
Department of Community

Development Director
Department of Police Chief
Department of Fire and Rescue Services Chief

The Department of Law is headed by the City Solicitor who reports to the Mayor and is not
considered a part of the administrative service.

(Ord. 17-1996, 6/24/1996, §8.01; as amended by Ord. 14-2001, 5/29/2001)

81-182. Chart. (See following pages.)
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City of Reading
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City Auditor
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(Ord. 12-1996, 6/24/19996, §8.02; as amended by Ord. 14-2001, 5/29/2001; by Ord. 28-2001,
8/27/2001, 81; and by Ord. 42-2004, 10/11/2004, §1)

§1-183.

Department Directors.

All Department Directors shall be appointed by the Mayor with the approval of Council as
stipulated in the Charter. They shall be selected solely on the basis of education, training,
experience, professional, executive and administrative abilities pertinent to the function, duties,
and operations of their respective departments and as prescribed by law. Department
directors, with the exception of the City Solicitor who reports to the Mayor, serve under the
managing director's direction and supervision.

A.

Acting Department Directors appointed by the Managing Director may serve no
more than 180 days. Council may agree to extend said term for additional 90 day
period by resolution upon request by the Mayor and upon satisfactory proof that
the Mayor and/or Managing Director have made a diligent effort to recruit and
hire a department director.

An acting department director who has been appointed to serve as department
director but who fails to be confirmed by vote of Council shall continue to serve
as acting director no longer than a period of 30 days from the date of the negative
vote by Council, unless Council agrees to extend for 90 day period(s) as set forth
in the preceding subsection.

No appointed person shall serve as acting department director or temporary
manager unless employed by the City of Reading prior to such appointment or
approved by City Council resolution. Council shall, within 30 days, approve the
acting director/manager appointment or the appointment shall be deemed
approved.

Whenever the acting department director or temporary manager is absent due to
vacation, illness or injury, the person filling that position shall designate a
gualified employee from the existing department staff to head the department
until the acting department director or temporary manager returns to duty. (See
also 81-278, “Temporary Reassignment.”)

Whenever the department director position is vacant due to removal, resignation,
retirement, permanent disability or death, the Managing Director shall appoint a
gualified employee from the department [to] the acting director position, as is
required in §1-141(F) of this Chapter, until such time as the Mayor nominates a
replacement to City Council and City Council approves the nomination. (See also
81-278, “Temporary Reassignment.”)

All Department Directors shall have an annual performance review within 45 days
of their anniversary date, or 1 year after their previous increase date, completed
by the Managing Director and reviewed by the Mayor. No Director will receive
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more than one increase per year in any calendar period. The performance
evaluations shall be made available for Council Members to review. Any salary
increase for Department Directors shall be based on the performance evaluations
and the criteria specified in the salary range policies, where applicable, for each
position. The Solicitor shall have an annual performance review completed by the
Mayor and Members of Council. Any salary increase for the Solicitor shall be
based on the performance review and the criteria specified in the salary range for
the Solicitor position. [Ord. 15-2002]

(Ord. 17-1996, 6/24/1996, §8.03; as amended by Ord. 51-1996, 1/13/1997, §1; and by Ord. 24-
2000, 11/27/2000, 81; by Ord. 38-2001, 11/13/2001, 81; and by Ord. 15-2002, 4/22/2002, §2)

§1-184. Duties.

1.

Direct personally and through subordinates the performance of all functions, duties and
operations assigned to and required of the department and its subordinate units by law,
the Charter or ordinance and such other activities as may be required by the Mayor
and/or the managing director that are not in conflict with law, the Charter or ordinance.

Develop and prescribe the internal organization of the department and its subordinate
units, subject to the approval of the managing director, and in accordance with
applicable provisions of law, the Charter, or ordinance.

Assign duties and responsibilities, to subordinate officers and employees within the
department and modify those assignments consistent with and in response to the
changing exigencies of service, subject to the approval of the managing director.

Develop and prescribe, in written form, an administrative manual of policies and
procedures for the department subject to the approval of the managing director.

Prepare and submit departmental budget requests in accordance with schedules, forms,
and policies as prescribed by the managing director and in accordance with the Charter.

Prepare and submit reports prescribed by the managing director.

Cooperate with and furnish to any department or unit of the City any information
(except confidential information), service, labor, material, and equipment that may be
necessary to perform a municipal function.

Be aware of and coordinate the activities of the department with appropriate area wide
regional and intergovernmental programs; keep the managing director informed of the
activities and policies of such programs as they affect the department or the City and
make analyses and recommendations regarding such activities and policies when
appropriate.
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10.

11.

12.

13.

14.

15.

16.

Administer and evaluate intergovernmental contracts and agreements as they relate to
departmental functions.

Develop and maintain internal administrative and budgetary controls and productivity
and performance standards to assure maximum levels of quality and quantity of service
within budgetary limitations.

Keep abreast of developments in administrative policies, management techniques,
technological advances and make recommendations to the managing director concerning
actions of Council or administrative regulations for the utilization of those policies,
techniques and technologies deemed to be in the best interests of the department and the
City.

Keep abreast of all State and Federal laws and municipal ordinances and administrative
regulations relating to the functions of the department.

Serve as a member of any committee or as a staff officer or provide staff services to any
authority, board, or commission to which the department director may be assigned by
the managing director.

Develop personnel planning and employee development plans annually for the
department, including the planning and execution of appropriate training and education
programs.

Establish and enforce rules and regulations for the use of municipal facilities and services
and issue such licenses and permits as may be required by ordinance where applicable.

Develop and recommend to the managing director uniform rate structures for those
services for which user fees are charged where applicable.

(Ord. 17-1996, 6/24/1996, §8.04)

81-185. Department of Finance.

Function. The Department of Finance shall be responsible for the administration of
activities pertaining to the receipt, accounting, expenditure, investment, custody, and
control of the City funds except to the extent that such activities are expressly charged
by law, the law, Charter, or ordinance to any other City unit. Furthermore, it shall be
responsible for all City purchasing. Additionally, its responsibilities include tax
administration, budget preparation, insurance, and pension administration.

Department Director. The Department Director shall be responsible to the Managing
Director for the function and performance of the department.
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3. Department Director Qualifications.”” Charter §8604 and 706 speak to general
gualifications. Charter 8607 specifies that the minimum requirements for the Director
of Finance is a bachelor's degree in business administration or management; master's
degree is preferred.

4. Department Director Duties. The duties and responsibilities of the Director shall
include, but not be limited to the below. He/She shall direct personally and through
subordinates the performance of the below duties.

A. Collect and receive all taxes and other monies or receivables by the City of
Reading or authorize other municipal units to do so under prescribed procedures.

“’Editor’s Note: §8604, 706 and 607 of the Charter provides:

8604. Qualifications.

The heads of departments, offices, and agencies shall be selected solely on the basis of education, training,
experience and professional, executive and administrative abilities; and such other qualifications as may be set forth
in this Charter. (See §706.)

§706. Compensation of Heads of Departments, Offices and Agencies.

The compensation of all heads of departments, offices and agencies under the direction of the Mayor shall be
proposed by the Mayor and approved by ordinance. Compensation of all other employees shall be setin accordance
with the uniform pay plan established by City Council in the Personnel Code. All such heads of departments, offices
and agencies need not be residents of the City at the time of appointment, but after appointment shall reside in the
City. City residency shall be required within 12 months of being appointed.

8607. Department of Finance.

There shall be a Department of Finance which is established for the purpose of creating a unified city accounting
system. A Director of Finance shall be appointed by the Mayor with confirmation of Council (as per §603). As a
minimum requirement, the Director of Finance shall have a degree in business administration or management. The

Director of Finance shall be responsible for the administration of activities that include:

A. The receipt, expenditure, accounting, investment, custody, and control of municipal funds and assets,
including the budget (both operating and capital).

B. Financial accounting, which shall be conducted according to generally accepted accounting principles.
C. Investments and insurance.

D. Payroll.

E. Pension administration.

F. Materials management.

G.  All other financial matters that may arise.
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P.

Q.

Administer a system for the collection of municipal tax claims and liens in
accordance with law and facilitate external audits as necessary.

Maintain a uniform accounting system in accordance with generally accepted
principles of governmental accounting.

Pre-audit, in accordance with generally accepted principles of governmental
auditing, fiscal transactions of all municipal units.

Disburse all payments for authorized expenditures including payroll.
Deposit monies in depositories authorized by ordinance.
Provide for prudent investment of monies.

Coordinate and/or oversee the lease, rental, sale, purchase, or other use of public
property.

Prepare and maintain an inventory of all public property.

Prepare documents and file civil complaints with the district justice. Provide
reports of these complaints to the City Solicitor.

Collaborate with Department of Human Resources on the purchase of insurance
plans.

Perform non benefit-related duties for pension boards.
Administer the purchasing system according to the law, Charter and ordinances.
Prepare annual budget according to the law, charter and ordinance.

Prepare capital budget including feasibility study and financing according to the
law, Charter and ordinance.

Serve on pension boards as municipal fiscal liaison.

Administer the fiscal provisions of this Administrative Code.

(Ord. 17-1996, 6/24/1996, 888.05 - 8.08)

§1-186.

Fiscal Provisions.

1. Fiscal Year.®

“Editor's Note: Provisions of the Charter are set forth in italics.
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Section 901. Fiscal Year. The fiscal year of the City shall be the calendar year. If not prohibited
by law, the Council may, by ordinance, adopt a different fiscal year, specifying an orderly
procedure for financial and budgetary controls in making such transition.

The fiscal year of the City shall be the calendar year. If not prohibited by law, the Council may,
by ordinance, adopt a different fiscal year, specifying an orderly procedure for financial and
budgetary controls in making such transition.

2. Director of Finance.

A. Bonding. The Director of Finance shall be bonded in such amount as determined
by the Administrative Code. He/She shall assist the managing director in
determining which personnel in the Department of the Finance shall be bonded.

B. Policies and Procedures. The Director of Finance shall be responsible for
preparing policies and procedures as required by the Administrative Code. These
policies and procedures shall be available to the public for inspection. Copies may
be made for the public at a reasonable cost not in excess of reproduction which
may include, both direct and indirect costs of such reproduction.

C. Securities. The Department of Finance is authorized and empowered on behalf
of the City to establish and maintain accounts with those banks and brokers as are
necessary and convenient for the purchase and sale of any and all forms of
securities which are in accordance with the City's investment policy.

3. Regulations Concerning Appropriations and Transfers.

A.  The authorization and expenditure of all funds and preparation of department
budgets shall be in accordance with a policy adopted by the Council and a
procedures manual to be prepared and periodically reviewed and updated by the
Department of Finance. Expenditures shall be executed in a uniform manner for
every City Department.

B. The Director of Finance shall prepare and submit a monthly report to the Mayor,
the managing director, and Council. This monthly report shall include all
expenditures for each City Department, and status reports comparing those
expenditures with the adopted budget, as well as any Department justification of
transfer of funds within departments and between departments.

C. In order to allow flexibility in the administration of the City's business, depart-
ments may transfer money between line items within the department. A majority
of Council, in response to any monthly report, may place a limit on the amount of
additional excess expenditure allowed for any program or line item. This is not
intended to restrict unduly the Mayor's ability to manage and administer the
budget.
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Justification for transferring money between departments must be presented to
and approved by Council. The procedures manual will stipulate the following:

(1) Expenditure procedures.

(2)  Justification procedures for transferring money between line items.
(3) Justification procedures for transferring money between department.
(4)  Administration of petty cash funds.

Requiring an amendment to the City’s annual Budget Ordinance authorizing the transfer
of all monies including, but not limited to, transfers between departments, and transfers
in and out of any City fund, account or line item either attached in part or unattached to
a departmental budget. The request for a budget amendment must be submitted to
City Council with an agenda memorandum explaining the justification for transfer
and the proposed use for the funds transferred. [Ord. 36-2000]

Requiring an amendment to the City’s annual Budget Ordinance to authorize any
cumulative modification to any departmental overall budget or line item exceeds $25,000.
The request for a budget amendment must be submitted to City Council with an
agenda memorandum explaining the justification for transfer and the proposed
use for the funds transferred at least 2 weeks before the transfer is required. [Ord.
36-2000]

Requiring City Council approval, via ordinance, for the following:

(1) Salaryincreases that were not approved in or included in the budget for the
fiscal year and fall outside the labor contract for union employees.

(2) Allexpenditures notapproved and listed in the operating or capital budgets
for the fiscal year.

[Ord. 36-2000]

4. [Reserved]

5. Purchasing.

A.

Responsibility. The Director of Finance in consultation with the managing
director shall develop a purchasing policy and procedure for the purchase of
supplies and materials and the sale of personal and real property; such as policy
and procedure under these fiscal provisions is made a part hereof and marked
"Exhibit A" and hereafter referred to as "Policy and Procedure." [Ord. 24-1996]

Purchasing Policy.
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(1)  The overall authority and responsibility for City purchasing is centralized
as a division of in the Department of Finance.

(2) The purchasing policy and procedure is applicable to all departments and
shall include the service function of ordering and buying goods and
services. Inaddition, functions such as planning and scheduling purchases,
seeking competition, assuring the preparation of proper specifications, and
enforcing compliance with all purchasing regulations and procedures shall
be part of the purchasing policy and procedure.

C. Purchasing Manager.

(1) The Purchasing Manager shall have the authority to:

(a) Purchase or contract for all materials, supplies, equipment and
contractual services for all City departments with the exception of:

1)
2)
3)
4)

5)

6)
7)
8)

9

Books, subscriptions.
Business meeting expenses.
Charitable contributions.
Dues.

Items that can legitimately be purchased via the petty cash
process.

Postage.
Tuition.
Travel, meals, mileage.

Utility services.

(b) Review all requisitions for the purchase of materials, supplies,
equipmentand services notexempted from this regulation for quality
and cost.

1)
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2) The Purchasing Manager will assure that the specifications
meet the Department's needs, but do not call for features or a
level of quality not necessary for the item's use.

3) If thereisalack of agreement between the Purchasing Manager
and the department manager concerning any specifications, the
Purchasing Manager will refer the matter and all support
documentation to the managing director for final determina-
tion.

Prepare, in cooperation with department directors, standard written
specifications for supplies and/or services not exempted by this
regulation especially those common to various City functions.

Place orders for all supplies, materials, equipment, or services, not
exempted by this regulation, by the issuance of a purchase order.

1) It is the general policy of the City to make awards to the
responsible vendor who meets the specifications for the items
or services to be purchased at the lowest cost. Factors such as
delivery time, quality, operating and maintenance costs,
service, etc., aswell asinitial price, should be considered by the
Purchasing Manager to determine the lowest cost vendor who
meets the specifications.

2) When the Purchasing Manager or department director deems
that an award should be made to other than the lowest cost
vendor or when the Purchasing Manager and the department
director fail to agree, the matter with all supporting informa-
tion shall be referred to the managing director for final deter-
mination.

Dispose of surplus or unused material supplies or equipment after
they have been declared as surplus by the Department Director
wherein the materials, etc., are located and such declaration is agreed
to by the Purchasing Manager. In the event the Purchasing Manager
and the department director fail to agree on what materials are
surplus, the matter with all supporting information shall be referred
to the managing director for final determination. Disposal shall be on
an annual basis or more frequent basis as needed and in accordance
with the policy and procedure.

Enforce all purchasing regulations and procedures, and any such
purchases pursuant to this Section shall be done in accordance with
the policy and procedure.

(2) The Purchasing Manager has the following responsibilities:
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(@)

(b)

(©)

(d)

()

(f)

(9)

Procure for the City the highest quality in commodities and services
that meet the user’s needs at the lowest cost.

Purchase as many items as feasible "in bulk" to take full advantage of
discounts.

Keep informed of current development in the field of purchasing
including prices and market developments.

Keep accurate and up-to-date records of all verbal and written
solicitations and bids in a manner that they are available for public
inspections.

Provide assistance to any department director as required to draft
specifications.

Formulate and circulate for approval, modification or additions to
purchasing regulations and procedures as deemed necessary.

Contact Pennsylvania Department of Labor and Industry when the
invitation to quote/bid is formulated, if the Pennsylvania Prevailing
Wage Act, 43 P.S. §165-1 et seq., is applicable.

D. Emergency Authority. In case of an emergency, purchase authority is delegated
to the individual department directors when the Purchasing Manager is
unavailable, i.e., after normal working hours. Such purchase authority shall be
exercised in the manner set forth in the policy and procedure.

E. Department Directors.

(1) The department directors have the authority to:

(@)

(b)

Determine the need for all materials, supplies, equipmentand service
for his/her department.

Formulate specifications that are clear, concise and descriptive of all
the requirements for all intended purchases.

(3) The department directors have the responsibility to:

(@)

(b)
(©)

Furnish the Purchasing Manager with all necessary information to
assure that the purchase will be correct in all details.

Provide specifications that are clear and rated for the use intended.

Provide a justification when requesting a proprietary item.
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(d) Provide a list of suggested vendors. This will assist the Purchasing
Manager in locating the item, although it does not restrict the
Manager in looking elsewhere.

(e)  Notify Purchasing Manager when the material, supplies, or equip-
ment is delivered and if it is inferior in quality or unsatisfactory.

()] Notify Purchasing Manager annually, by the date established by the
Purchasing Manager, of any surplus, obsolete or scrap materials or
equipment that exist in the department.

6. Investments.

A. Responsibilities. The Director of Finance shall be responsible for identifying
money (except monies belonging to pension funds) to be invested, understanding
the options available and for what time period, communicating this information
to the managing director, implementing the decision, and making regular reports
regarding these actions to the Mayor, Managing Director and Council.

B. Types of Investments. The Director of Finance shall invest in these types:

)
(2)
©)
(4)

Q)

(6)

(7)

Any obligations of the United States government for 1 year or less.
United States Treasury Bills.
Short-term obligations of the United States government of its agencies.

Savings accounts or time deposits of Pennsylvania institutions insured by
the Federal Deposit Insurance Corporation or the National Credit Union
Share Insurance Fund up to the amount covered by insurance with the
remainder covered by approved collateral pledged by the depository.

Obligations of the United States, State of Pennsylvania, any political
subdivision of the State and any of their agencies or instrumentalities,
backed by their full faith credit.

Prime commercial paper, (unsecured promissory notes issued by any
industrial, common carrier, public utility or finance company or corpora-
tions of $1,000,000,000,000 of assets or more) having no litigation pending
or threatened against the prime commercial paper, being not in default
upon any of its outstanding obligations, whose credit has been approved by
the national credit office, incorporated or its successor and the investments
make up 10% or less of the City's total portfolio.

Certificates of deposit from institutions having their principal place of
business in the State and insured and collateralized as in subsection (4)
above.
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(8) Shares of investment companies properly registered investing only in the
investments in (1) through (7) above.

E. Combining Investments. Investment monies may be combined to purchase
investment(s) provided such funds are accounted for separately in all respects and
earnings from investments that are separately and individually computed and
recorded and credited to the accounts from which the investment was purchased.
Investment monies can be combined to purchase investment(s) pooled with other
political subdivisionsand municipal authorities in accordance with P.L. 180 of July
12,1972,53 Pa.C.S.A. §2301 et seq. provided there is separate and equal computa-
tion, recording and distributions of earnings.

7. Signing Checks.

A. Documentation. The issuing and signing of all City checks shall be in accordance
with the following:

(1) The amount expressed in the request is allocated for in the department
budget.

(2) The person presenting the request shall provide evidence that the amount
due is for the payee in whose name it is drawn.

(3) Supplies, services or other consideration for payment has been processed by
purchasing regulations if required.

(4) Supplies, services or other consideration for payment has been verified that
they have been furnished or performed according to law or contract.

B. Check Signatures.

(1) The Finance Director and the City Auditor shall sign all checks drawn
against the City Treasury. Facsimile signatures may be used.

(2) Intheeventof the absence of the Finance Director, the Mayor shall have the
authority to sign checks in his/her place and stead.

(3) Intheevent of the absence of the City Auditor, the auditing coordinator in
the office of the City Auditor shall have the authority to sign checks in
his/her place and stead.

(4) Absence, as used in this Section, is hereby defined as failure to be present
in Reading City Hall for a period of 3 consecutive full business days or more
for any reason including, but not limited to, vacation, illness, mental or
physical incapacity or death.

[Ord. 1-2000]
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C. Limitations. No signed check shall be distributed, mailed, or released unless there
is sufficient money in the particular budget from which it is drawn, as well as the
checking account to cover it at the time the check has been issued.

8. Record of Assets. The Director of Finance shall keep a complete record of books and
accounts under appropriate titles, to show separately and distinctly all of the assets,
property inventory, trusts, and indebtedness and all of the receipts and expenditures of
the various departments. He/She shall supervise and control the accounts of all of the
departments, and may require a written statement of all money or property of that
department.

9. Annual Budget.
A.  Submission and Adoption.”
(1)  Section 902. Submission of Balanced Budget and Capital Program.

On or before 90 days prior to the ensuing fiscal year the department heads will
submit a proposed budget and capital program to the managing director. On or
before 60 days prior to the ensuing fiscal year the Mayor will submit to the City
Council a balanced budget, capital program, and an accompanying message. The
proposed balanced budget and capital program shall be in such form as the Mayor
deems desirable, unless otherwise required by Council.

(2) On or before 90 days prior to the ensuing fiscal year the department
directors will submit a proposed budget and capital program to the
managing director. On or before 60 days prior to the ensuing fiscal year the
Mayor will submit to the City Council a balanced budget, capital program,
and an accompanying message. The proposed balanced budget and capital
program shall be in such form as the Mayor deems desirable, unless
otherwise required by Council.

B. Budget Message.
(1)  Section 903. Budget Message.
The budget shall be accompanied by a message which shall include:
A.  An explanation of the expenditures and revenues in the proposed
budget, indicating and explaining major changes from the current

year and the prior year.

B. An outline of proposed programs and an explanation of new,
expanded, or abolished programs or functions.

“Editor's Note: Provisions of the Charter are set forth in italics.
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(2)

C.

D.

A summary of the City"s debt position.

Such other material that will inform the Council and the public of
municipal goals.

The budget shall be accompanied by a message which shall include:

(a) An explanation of the expenditures and revenues in the proposed
budget, indicating and explaining major changes from the current
year and the prior year.

(b)  An outline of the proposed programs and an explanation of new,
expanded, reduced, or abolished programs or functions.

(c) A summary of the City's debt position.

(d)  Such other material that will inform the Council and the public of
municipal goals.

C. Budget Organization and Content.

)

Section 904. Budget.

The budget shall provide a complete financial plan of all City funds and activities
for the ensuing fiscal year in accordance with all generally accepted accounting
principles and, except as required by this Charter, shall be in such form as the
Mayor deems desirable or the Council may require. In organizing the budget, the
Mayor shall utilize the most feasible combination of expenditure classification by
fund, organization unit, program, purpose or activity, and object. The budget shall
contain, among other things, the following:

A

B.

It shall begin with a general summary of its contents.

It shall show in detail all estimated income, indicating the existing
and proposed tax levies, as well as other assessments, fees and
charges.

It shall show all proposed expenditures, including debt service, for the
ensuing fiscal year.

It shall show the number of proposed employees in every job classifi-
cation.

It shall be so arranged as to show comparative figures for actual and
estimated income and expenditures for the current fiscal year and
actual income and expenditures of the preceding 4 fiscal years.
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Itshall indicate proposed expenditures during the ensuing fiscal year,
detailed by offices, departments and agencies, in terms of their
respective work programs and the methods of financing such
expenditures.

It shall indicate proposed capital expenditures during the ensuing
fiscal year, detailed by office, departments and agencies when
practicable, and the proposed method of financing each such capital
expenditure. The Mayor will include this separate capital program
section in the annual Budget and submit to Council with appropriate
supporting information as to the necessity for such programs.

It shall indicate anticipated net surplus or deficit for the ensuing
fiscal year of each utility owned or operated by the City and the
proposed method of its disposition; subsidiary budgets for each such
utility giving detailed income and expenditure information shall be
attached as appendices to the budget.

The total of proposed expenditures shall not exceed the total of estimated
income.

The budget shall provide a complete financial plan of all City funds and
activities for the ensuing fiscal year in accordance with all generally
accepted accounting principles and, except as required by the Charter, shall
be in such form as the Mayor deems desirable or the Council may require.
(Refer to comment on §901%°) In organizing the budget, the Mayor shall
utilize the most feasible combination of expenditure classification by fund,
organization unit, program, purpose or activity and object. The budget
shall contain, among other things, the following:

(@)
(b)

(©)

§901. Fiscal Year.

Page Revised 4/22/2002

It shall begin with a general summary of its contents.

It shall show in detail all estimated income, indicating the existing
and proposed tax levies, as well as other assessments, fees, and
charges.

It shall show all proposed expenditures, including debt service, for
the ensuing fiscal year.

“*Editor’s Note: 8901 of the Charter provides:

The fiscal year of the City shall be the calendar year. If not prohibited by law, the Council may, by ordinance, adopt
a different fiscal year, specifying an orderly procedure for financial and budgetary controls in making such
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(d)

()

(f)

(9)

(h)

It shall show the number of proposed employees in every job
classification highlighting changes.

It shall be so arranged as to show comparative figures for actual and
estimated income and expenditures for the current fiscal year and
actual income and expenditures of the preceding 4 fiscal years.

Itshall indicate proposed expenditures during the ensuing fiscal year,
detailed by offices, departments, and agencies, in terms of their
respective work programs, and the methods of financing such
expenditures.

It shall indicate proposed capital expenditures during the ensuing
fiscal year, detailed by office, departments and agencies when
practical, and the proposed method of financing each such capital
expenditure. The Mayor shall include this separate capital program
section in the annual budget and submit it to Council with appropri-
ate supporting information as to the necessity for such programs.

Itshallindicate anticipated net surplus or deficit for the ensuing fiscal
year of each utility owned or operated by the City and the proposed
method of its disposition; subsidiary budgets for each such utility
giving detailed income and expenditure information shall be attached
as appendices to the budget.

The total of proposed expenditures shall not exceed the total of estimated
income. The estimated income shall mean the total of estimated revenue
plus the prior fiscal year's fund balance. If a deficit exists, a plan to
eliminate that deficit must be included in the budget.

D. Adoption.

(1)  Section 905. City Council Action on Budget.

1.

Notice and Hearing. Council shall publish in one or more newspapers of
general circulation in the municipality the general summary of the budget
with a notice stating:

A.  Thetimes and places where copies of the budget message and budget
document are available for inspection by the public.

B. The time, place, and date, not less than 15 days or more than 30 days
after such publication, for a public hearing on the budget. The public
hearing shall not be on the date of a regular Council meeting.
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C. The proposed budget shall be available for public inspection at City
Hall and copies shall be available for the public at a reasonable fee to
be set by the Council.

The Council shall publish in one or more newspapers of general circulation
in the City the general summary of the budget with a notice stating:

(@) Thetimesand placeswhere copies of the budget message and budget
document are available for inspection by the public.

(b)  Thetime, place, and date, not less than 15 days or more than 30 days
after such publication, for a public hearing on the budget. The public
hearing shall not be on the date of a regular Council meeting.

(c) The proposed budget message and budget document shall be
available for public at a reasonable fee to be set by the Council.

E. Amendments.

)

(2)

Section 905. 2. Amendment Before Adoption.

A.  After the public hearing, the City Council may adopt the budget with
or without amendment. In amending the budget, it may add or
increase programs or amounts and may delete or decrease any
programs or amounts, except expenditures required by law or for debt
service or for an estimated cash deficit, provided that no amendment
to the budget shall increase the authorized expenditures to an amount
greater than total estimated income and thereby allowing for line
item changes by the City Council.

B. If the amended budget increases, decreases, or readjusts funding require-
ments by more than 5% or adds or deletes a program, the budget shall be
returned to the Mayor immediately for comment and resubmission to the
Council within 3 normal City work days.

C. Council shall provide for another public hearing to be held within 5 days
after the Mayor has resubmitted the budget.

After the public hearing, the City Council may adopt the budget with or
without amendment. In amending the budget, it may add or increase
programs or amounts and may delete or decrease any programs or
amounts, except expenditures required by law or for debt service or for an
estimated cash deficit provided that no amendment to the budget shall
increase the authorized expenditures to an amount greater than total
estimated income and thereby allowing for line item changes by the
Council.
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©)

(4)

If the amended budget increases, decreases, or readjusts funding require-
ments by more than 5%, or adds or deletes a program, the budget shall be
returned to the Mayor immediately for comment and resubmission to the
Council within 3 normal business days. Three normal City work and/or
business days (normal business days shall mean weekdays and shall
exclude Saturdays, Sundays and holidays).

Council shall provide for another public hearing to be held within five (5)
regular business days after the Mayor has resubmitted the budget. Five
normal City work and/or business days (normal business days shall mean
weekdays and shall exclude Saturdays, Sundays and holidays).

F. Adoption.

)

(2)

©)

Section 905. 3. Adoption. Council must adopt an annual budget by no later than
December 15 of the fiscal year currently ending. If Council fails to adopt a budget
by December 15 then the Mayor’s original proposed balanced budget shall become
the official budget of the City for the ensuing fiscal year.

The Council must adopt an annual budget by no later than December 15 of
the fiscal year currently ending. If Council fails to adopt an annual budget
by that date, the Mayor's original proposed balanced budget shall become
the official budget of the City for the ensuing fiscal year.

Within 30 days after the adoption of a budget ordinance, the Director of
Finance shall file a copy of the budget with the appropriate state agency.

G. Revised Budget.

)

2)

Section 906. Revised Budget. Notwithstanding any other provisions of
this Article, when the fiscal year of the City is the calendar year, in any year
following a municipal election year the Council may, within 45 days after the start
of the fiscal year, revise the budget and tax levies adopted by the previous Council.
The procedures for adopting a revised budget shall be in accordance with 88905,
906, with the time periods adjusted to 45 days after the start of the fiscal year.
Ordinances adopting a revised budget shall be effective as of the start of the fiscal
year and shall rescind and replace the budget ordinance of the previous Council.
It is the intent of this Charter that a new Council, in the year following a municipal
election, shall have the power to revise the budget and tax levies adopted by the
previous Council.

Notwithstanding any other provisions of this Article, when the fiscal year
of the City is the calendar year, in any year following a municipal election

year the Council may, within 45 days after the start of the fiscal year revise
the budget and tax levies adopted by the previous Council. The procedures
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for adopting a revised budget shall be in accordance with §8905 and 906*,
with the time periods adjusted to 45 days after the start of the fiscal year.
Ordinances adopting a revised budget shall be effective as of the start of the
fiscal year and shall rescind and replace the budget ordinance of the
previous Council. It is the intent of this Charter that a new Council, in the
year following a municipal election, shall have the power to revise the
budget and tax levies adopted by the previous Council.

“"Editor’s Note: §8905 and 906 of the Charter provides:

§905. City Council Action on Budget.

1.

Notice and Hearing. Council shall publish in one or more newspapers of general circulation in the City the
general summary of the budget with a notice stating:

A.

The times and places where copies of the budget message and budget document are available for
inspection by the public.

The time, place and date, not less than 15 days or more than 30 days after such publication, for a public
hearing on the budget. The public hearing shall not be on the date of a regular Council meeting.

The proposed budget shall be available for public inspection at City Hall and copies shall be available
for the public at a reasonable fee to be set by the Council.

Amendment Before Adoption.

A.

After the public hearing, the City Council may adopt the budget, with or without amendment. In
amending the budget, it may add or increase programs or amounts and may delete or decrease any
programs, or amounts, except expenditures required by law or for debt service or for an estimated cash
deficit, provided that no amendment to the budget shall increase the authorized expenditures to an
amount greater than total estimated income and thereby allowing for line item changes by the City
Council.

If the amended budget increases, decreases or readjusts funding requirements by more than 5%, or adds
or deletes a program, the Budget shall be returned to the Mayor immediately for comment and
resubmission to the Council within 3 normal City work days.

Council shall provide for another public hearing to be held within 5 days after the Mayor has
resubmitted the Budget.

Adoption. Council must adopt an annual budget by no later than December 15 of the fiscal year currently
ending. If Council fails to adopt a budget by December 15 then the Mayor's original proposed balanced budget
shall become the official budget of the City for the ensuing fiscal year.

§906. Revised Budget.

Notwithstanding any other provisions of this Article, when the fiscal year of the City is the calendar year, in any
year following a municipal election year the Council may, within 45 days after the start of the fiscal year, revise the
budget and tax levies adopted by the previous Council. The procedures for adopting a revised budget shall be in
accordance with 8905 within the time periods adjusted to 45 days after the start of the fiscal year. Ordinances
adopting a revised budget shall be effective as of the start of the fiscal year and shall rescind and replace the budget
ordinance of the previous Council. It is the intent of this Charter that a new Council, in the year following a
municipal election, shall have the power to revise the budget and tax levies adopted by the previous Council.
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(3) Within 15 days after the adoption of an amended budget ordinance, the
Director of Finance shall file a copy with the appropriate state agency.

H. Amendments After Adoption.
(1)  Section 908. Amendments After Adoption.

1. Emergency appropriations may be made by the Council to meet a public
emergency posing a sudden, clear and present danger to life or property.
Such appropriations may be made by emergency ordinance in accordance
with the provisions of §220 of this Charter.

2. Supplemental appropriations may be made by the Council by ordinance
upon certification by the Mayor that there are available for appropriation
revenues in excess of those estimated in the budget.

3. Transfer of appropriations may be made in accordance with provision of the
Administrative Code.

(2) Emergency appropriations may be made by the Council to meet a public
emergency posing a sudden, clear and present danger to life or property.
Such appropriations may be made by emergency ordinance in accordance
with the provisions of §220* of the Charter.

(3) Supplemental appropriations may be made by the Council by ordinance
upon certification by the Mayor that there are available for appropriation
revenues in excess of those estimated in the budget.

(4) Transfer of appropriations may be made in accordance with the provision
of the Administrative and Fiscal Codes in accordance with the provisions
of §908* of the Charter.

“®Editor’s Note: §220 of the Charter provides:
8906. Revised Budget.

Notwithstanding any other provisions of this Article, when the fiscal year of the City is the calendar year, in any
year following a municipal election year the Council may, within 45 days after the start of the fiscal year, revise the
budget and tax levies adopted by the previous Council. The procedures for adopting a revised budget shall be in
accordance with 8905 within the time periods adjusted to 45 days after the start of the fiscal year. Ordinances
adopting a revised budget shall be effective as of the start of the fiscal year and shall rescind and replace the budget

ordinance of the previous Council. It is the intent of this Charter that a new Council, in the year following a
municipal election, shall have the power to revise the budget and tax levies adopted by the previous Council.

“Editor’s Note: §908 of the Charter provides:
§908. Amendment After Adoption.

1. Emergency appropriations may be made by the Council to meet a public emergency posing a sudden, clear
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A. Submission.

)

)

®3)

B. Contents.

Section 910. Administration of the Budget and Capital Program. The
Mayor shall be responsible for and with the assistance of the managing
director shall supervise the administration of the annual and capital
budgets.

Section 911. Capital Program.

1. Submission to City Council. The Mayor shall prepare and submit
to the City Council a 5 year capital program no later than the final
date for submission of the budget.

The Mayor, with the assistance of the Managing Director, Director of
Finance and the Director of Community Development and in
accordance with the provision of the Municipalities Planning Code,
(PA209.1 MPC) shall be responsible for developing administering the
capital budget. The Mayor shall prepare and submit to the City
Council a 5 year capital program no later than the final date for
submission of the budget.

(1)  Section911. 2. Contents of Capital Program. The capital program shall
include:

A.  Aclear general summary of its contents.

B. A list of all capital improvements and other capital expenditures which are
proposed to be undertaken during the 5 fiscal years next ensuing, with
appropriate supporting information as to the necessity for each.

C. Cost estimates and recommended time schedules for each improvement of
other capital expenditure.

D.  Method of financing, upon which each capital expenditure is to be reliant.

and present danger to life or property. Such appropriations may be made by emergency ordinance in
accordance with the provisions of §220 of this Charter.

2. Supplemental appropriations may be made by the Council by ordinance upon certification by the Mayor that
there are available for appropriate revenues in excess of those estimated in the budget.

3. Transfer of appropriations may be made in accordance with provision of the Administrative Code [Chapter

1, Part 1].
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E. The estimated annual cost of operating and maintaining the facilities to be
constructed or acquired.
F. All capital projects must be included in the capital program budget.

The above shall be revised and extended each year with regard to capital improvements still
pending or in process of construction or acquisition.

(2)  The capital program shall include:
(1)  Aclear general summary of its contents.
(2) A list of all capital improvements and other capital expenditures
which are proposed to be undertaken during the 5 fiscal years next
ensuing, with appropriate supporting information to the necessity for

each.

(3) Cost estimates and recommended time schedules for each improve-
ment of other capital expenditure;

(4) Method of financing, upon which each capital expenditure is to be
reliant.

(5) Theestimated annual cost of operating and maintaining the facilities
to be constructed or acquired.

(6)  All capital projects must be included in the capital program budget.
The above shall be revised and extended each year with regard to capital
improvements still pending or in process of construction or acquisition. Financing
capital projects bonds required for financing capital projects shall be secured by
competitive bidding.
C. Approval.
(1)  Section911. 4. Capital Projects Approved. Proposed capital projects in
the capital programs must be considered on their own individual merits by the
Finance Manager, the City Auditor, and the proposer of the project. The

procedures to approve the individual capital projects are:

A Preliminary Feasibility Study. The capital project preliminary feasibility
study shall include:

(1)  Aclear general summary of its purpose and justification.

(2)  Thecostestimates and time schedule for the Capital Project including
the cost of the post project completion audit.

1-92 Page Revised 4/22/2002

Back

Next



Home

©)

(4)

(1, PART 1)

The method of financing and sources upon which this capital project
is reliant.

The annual cost of operating and maintaining the project to be
constructed or acquired.

The Council approval of capital projects in this preliminary feasibility study will
require a simple majority vote in order to move on to a final approval and funding

acceptance.

B.

Final Proposal and Financing. The final capital project proposal and
financing shall include:

)
(2)

®3)

(4)

(%)

A clear general summary of its purpose and justification.

The cost estimates and time schedule for the capital project including
the cost of the post project completion audit.

The method of financing and sources upon which this capital project
is reliant.

The annual cost of operating and maintaining the project to be
constructed or acquired.

This final capital project proposal will be published and made
available for the public to review (Use Notice and Hearing Notice -
8912). Capital project replaces capital program. The final Council
approval of capital projects will require five votes to approve.

(2) Proposed capital projects in the capital program must be considered on their
own individual merit by the Director of Finance, City Auditor, and the
proposer of the project for the purpose of interpreting the Charter the word
Finance Manager shall be deemed to mean the Director of Finance in all
instances. The procedures to approve the individual capital projects are:

)

Page Revised 4/22/2002

There shall be a capital project preliminary feasibility study that

includes:

(@ A clear general summary of its purpose and justification.

(b)  The cost estimates and time schedule for the capital project
including the cost of the post project completion audit.

(c) The method of financing and sources upon which this capital
project is reliant.

(d) Theannual cost of operating and maintaining the project to be

constructed or acquired.
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©)

(4)

The Council approval of capital projects in this preliminary feasibility study
will require a simple majority vote in order to move on to the final approval
and funding acceptance.

The final capital project proposal and financing shall include:

(@)
(b)

(©)

(d)

()

A clear general summary of its purpose and justification;

The cost estimates and time schedule for the capital project including
the cost of the post project completion audit;

The method of financing and sources upon which this capital project
is reliant;

The annual cost of operating and maintaining the project to be
constructed or acquired, and

This final capital project proposal will be published and made
available for the public to review.

The final Council approval of capital projects will require five votes to
approve.

D. Capital Project Reports.

)

)

Section 911. 4)(©) Capital Project Reporting.

(1)  Current Projects. All capital projects in process must be reported
on a quarterly basis and provide an update on cost, completion date,
and estimated revised operating costs. This information is to be
supplied by the Finance Manager and the Project Manager to the
City Council in such a form that it is available to the public.

(2) Extended Projects. If commencement of a capital project does not
begin by end of the fiscal year following the year in which final
approval is obtained the project must go through §911(C) (1) and (2).

Post Project Completion Audit. Following completion of the capital
project a complete and detailed audit must be published and made available
to the public. This post audit is to be completed by an independent auditor
appointed by the Council. The purpose of the post audit is to confirm the
estimates of costs and explain any deviation between actual and estimated
costs.

All current capital projects in process must be reported on a quarterly basis
and provide an update on cost, completion date, and estimated revised
operating costs. This information is to be supplied by the Director of
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Finance and the project manager to the Council in such a form that it is
available to the public.

(3) Ifcommencement of a capital project does not begin by the end of the fiscal
year following the year in which final approval is obtained, the project must
follow the guidelines set forth in §911* of the Charter.

%Editor’s Note: §911 of the Charter provides:

§911. Capital Program.

1. Submission to City Council. The Mayor shall prepare and submit to the City Council a5 year capital program
no later than the final date for submission of the budget.

2. Contents of Capital Program. The capital program shall include:

A. Aclear general summary of its contents.

B.  Alistofall capital improvements and other capital expenditures which are proposed to be undertaken
during the 5 fiscal years next ensuing, with appropriate supporting information as to the necessity for
each.

C.  Cost estimates and recommended time schedules for each improvement of other capital expenditure.

D. Method of financing, upon which each capital expenditure is to be reliant.

E. The estimated annual cost of operating and maintaining the facilities to be constructed or acquired.

F. All capital projects must be included in the capital program budget.

The above shall be revised and extended each year with regard to capital improvements still pending or in

process of construction or acquisition.

3. Financing Capital Projects. Bonds required for financing capital projects shall be secured by competitive
bidding.

4. Capital Projects Approved. Proposed capital projects in the capital programs must be considered on their own
individual merits by the Finance Manager, the City Auditor and the proposer of the project. The procedures
to approve the individual capital projects are:

A. Preliminary Feasibility Study. The capital project preliminary feasibility study shall include:

(1) A clear general summary of its purpose and justification.

(2) The cost estimates and time schedule for the capital project including the cost of the post project
completion audit.

(3) The method of financing and sources upon which this capital project is reliant.

(4) The annual cost of operating and maintaining the project to be constructed or acquired.

The Council approval of capital projects in this preliminary feasibility study will require a simple majority

vote in order to move on to a final approval and funding acceptance.

B. Final Proposal and Financing. The final capital project proposal and financing shall include:
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E.

(4) Following completion of the capital project a complete and detailed audit
must be published and made available to the public. This post audit is to
be completed by an independent auditor appointed by the Council. The
purpose of the post audit is to confirm the estimates of costs and explain
any deviation between actual and estimated costs.

Public Notice.
(1)  Section 912. City Council Action on Capital Program.

1. Notice and Hearing. Council shall publish in one or more newspa-
pers of general circulation in the municipality the general summary
of the capital program with a notice stating:

A.  The times and places where copies of the capital program
message and capital program document are available for
inspection by the public.

B. The time, place, and date, not less than 15 days or more than
30 days after such publication, for a public hearing on the
capital program. The public hearing shall not be on the date

)
@

©)
4)
®)

)

@

A clear general summary of its purpose and justification.

The cost estimates and time schedule for the capital project including the cost of the post project
completion audit.

The method of financing and sources upon which this capital project is reliant.
The annual cost of operating and maintaining the project to be constructed or acquired.

This final capital project proposal will be published and made available for the public to review (Use
Notice and Hearing Notice, 8§912). Capital project replaces capital program. The final Council approval
of capital projects will require five votes to approve.

Capital Project Reporting.

Current Projects. All capital projects in process must be reported on a quarterly basis and provide an
update on cost, completion date and estimated revised operating costs. This information is to be
supplied by the Finance Manager and the Project Manager to the City Council in such a form that it is
available to the public.

Extended Projects. If commencement of a capital project does not begin by end of the fiscal year
following the year in which final approval is obtained the project must go through subsection (3)(A) and

(B).

5. Post Project Completion Audit. Following completion of the capital project a complete and detailed audit
must be published and made available to the public. This post audit is to be completed by an independent
auditor appointed by the Council. The purpose of the post audit is to confirm the estimates of costs and
explain any deviation between actual and estimated costs.
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of a regular Council meeting or on hearing date of the operat-
ing Budget.

C. The proposed capital program shall be available for public
inspection at City Hall and copies shall be available for the
public at a reasonable fee to be set by the Council.

(2)  The Council shall publish in one or more newspapers of general circulation
in the City of Reading in the general summary of the capital program with
a notice stating:

(a) The times and places where copies of the capital program message
and capital program document are available for inspection by the
public.

(b)  The time, place, and date, not less than 15 days or more than 30 days
after such publication for a public hearing on the capital program.
The public hearing shall not be on the date of a regular Council
meeting or on hearing date of the operating budget, and

(c) Theproposed capital program shall be available for public inspection
at City Hall and copies shall be available for the public at a reason-
able fee to be set by Council.

F. Council Adoption.

(1) Section912. 2. Adoption. Council must adopt an annual capital program
by no later than December 15 of the fiscal year currently ending. If Council fails
to adopt a capital program by December 15 then the Mayor's original capital
program shall become the official capital program of the City for the ensuing fiscal
year.

(2)  Council must adopt an annual capital program by no later than December
15 of the fiscal year currently ending. If Council fails to adopt a capital
program by December 15 then the Mayor's original capital program shall
become the official Capital Program of the City for the ensuing year.

G. Tax Rate.

(1)  Section 907. Appropriation and Revenue Ordinance. For 1996, this Charter
shall provide for collection of income from real estate taxes which, in total amount,
does not exceed 105% of the real estate tax income actually collected by the City
during 1995. For those years following 1996, it shall provide for collection of
income from real estate taxes which, in total amount, does not exceed 105% of the
real estate tax income actually collected in the previous year. Any collection of
income from the real estate tax by the City in excess of the amounts allowed by this
Section shall not be expended but shall be retained for use in the subsequent year
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and be used in the next year subsequent to reduce the amount of income needed by
the City in said subsequent year. With the approval of the Court of Common Pleas,
upon good cause shown, or by Referendum or Charter review, the City may
increase the amount of income collected, notwithstanding the provisions of this
Section.

(2) The Director of Finance in conjunction with the managing director, shall
calculate a suggested real estate tax rate. The Director of Finance and the
managing director shall present this suggested real estate tax rate to the
Mayor for his/her review. The approved real estate tax rate will be
presented in the budget for the Council approval. In no case will the final
real estate tax rate exceed the limitations of §907°! of the Charter.

H. Borrowing. The City of Reading may, by ordinance of City Council, borrow an
amount of money in anticipation of current revenues. The amount borrowed may
not exceed the amount of anticipated revenues. The anticipated revenues may be
pledged to pay such loan or loans. The City will issue notes or other forms of
obligation, executed by the Mayor and attested to by the City Clerk under the seal
of the City of Reading to secure such loans. The revenue anticipation borrowing
shall mature and be payable during the current fiscal year in which the money is
borrowed. No such borrowing shall constitute an increase of indebtedness within
the meaning of the State of Pennsylvania Constitution or any application law or
the Charter. Such notes may be sold at either public or private sale under
appropriate terms and conditions satisfactory to the City of Reading.

12.  Annual Financial Report.
A.  Section 308. Powers and Duties of the Mayor. The Mayor shall have the following
powers and duties: C. Inform City Council and the public each January of the financial and

general condition of the City.

B. The Mayor, with the assistance of the Managing Director, Director of Finance and
other appropriate department directors shall:

S'Editor’s Note: §907 of the Charter provides:
8907. Appropriation and Revenue Ordinance.

For 1996, this Charter shall provide for collection of income from real estate taxes which, in total amount, does not
exceed 105% of the real estate tax income actually collected by the City during 1995. For those years following 1996,
it shall provide for collection of income from real estate taxes which, in total amount, does not exceed 105% of the
real estate tax income actually collected in the previous year. Any collection of income from the real estate tax by
the City in excess of the amounts allowed by this section shall not be expended but shall be retained for use in the
subsequent year and be used in the next year subsequent to reduce the amount of income needed by the City in said
subsequent year. With the approval of the Court of Common Pleas, upon good cause shown, or by referendum or
Charter review, the City may increase the amount of income collected, notwithstanding the provisions of this
Section.
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Inform Council and the public by the end of each January of the financial
and general condition of the City. This report shall be as complete as
possible but shall not be in the detail required under Section (2).

Report (under oath) to the Council and appropriate State agency, by the end
of each March, a comprehensive financial report in accordance with the
standards set forth by GASB and GAAP.

Prepare, review and update as necessary procedures necessary to imple-
ment this Section, which shall include the following:

(a) The format of the report (taking into consideration the maximum
standards of the GASB and the Commonwealth).

(b)  Dissemination to the public.

(c) A descriptive and textual analysis of the state of the City, and the
City's finances.

When a new Mayor has been elected, the Mayor leaving office must submit
as comprehensive a report as possible by December 31 of the final year of
his/her term. The new Mayor shall review this report by January 31 of the
year he/she takes office and proposed comments and additions to the
report in preparing his/her report pursuant to subparagraph (a) of this
Article XII.

13. Risk Management.

A. Responsibility. The Director of Finance shall collaborate with the managing
director and the Director of Human Resources in developing a risk management
procedures manual. Additionally, the above Directors are responsible for joint
reports to the Mayor, managing director and Council.

B. Reports. Reports issued by the Director of Finance and the Director of Human
Resources shall include the following:

(1) Status of insurance (including self-insurance, requests for proposals for
insurances which shall be considered professional services under this code),
competitive bidding procedures.

(2) Claims.

(3) Bonds.

(4) Other items under risk management.

14. Contracts.
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15.

16.

17.

A.  Approval of Contracts.
(1)  Section 915. Bidding Process.

1. Whenever the estimated cost of any construction, erection, installation,
completion, alteration, repair of, or addition to, any project subject to the
control of the City shall exceed $10,000.00, it shall be the duty of said City
to have such work performed pursuant to a contract awarded to the lowest
responsible bidder (subject to subsection (2)(d)), after advertisement for bids.
Every such contract shall contain a provision obligating the contractor to the
prompt payment of all material furnished, labor supplied or performed,
rental for equipment employed, and services rendered by public utilities in
or in connection with the prosecution of the work, whether or not the said
material, labor, equipment or service enter into and become component parts
of the work or improvement contemplated. Such provision shall be deemed
to be included for the benefit of every person, copartnership, association or
corporation who, as subcontractor or otherwise, has furnished material,
supplied or performed labor, rented equipment or service in or in connection
with the prosecution of the work as aforesaid, and the inclusion thereof in
any contract shall preclude the filing by any such person, copartnership,
association or corporation of any mechanics® lien claim for such material,
labor or rental of equipment.

(2) The City may make contracts for carrying into execution the provisions of
the Code, ordinance and the laws of the State of Pennsylvania. Council
approval shall be required of all contracts in excess of $50,000, and all
collective bargaining agreements. Any contracts for less than $50,000 shall
be entered into by the executive branch as it shall determine without
requirement of approval by Council. All contracts or purchase notin excess
of $10,000 shall be by note or memorandum signed by the managing
director.

Requiring that as of March 13, 2001, City Council must, by resolution, approve any salary
increase that has not been approved in or included in the budget for the fiscal year and
falls outside the labor contract for union employees. [Ord. 11-2001]

That during the course of each fiscal year, the transfer of all monies including, but not
limited to, transfers between departments and transfers in and out of any City fund,
account or line item either attached in part or unattached to a departmental budget,
causing a modification of $25,000, must be approved by Council resolution. The
resolution must be submitted to City Council with an agenda memorandum explaining
the justification for transfer and the proposed use for the funds transferred, within the
time framed defined in the Agenda Packet Policy. [Ord. 16-2001]

All expenditures notapproved and listed in the operating or capital budgets for the fiscal
year that exceed $25,000. [Ord. 16-2001]
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(Ord. 17-1996, 6/24/1996, 888.09 - 8.46; as amended by Ord. 24-1996, 8/26/1996, §2; by Ord. 4-
1997A,2/24/1997, 81; by Ord. 1-2000, 1/24/2000, 81; by Ord. 36-2000, 2/26/2000, 8§1-3; by Ord.
11-2001, 4/9/2001, 81, by Ord. 16-2001, 4/23/2001, 881, 2; and by Ord. 42-2004, 10/11/2004, §1)

81-187. Department of Human Resources.

1. Function. The Department of Human Resources shall be responsible for the administra-
tion of the City personnel system. This system includes, the recruiting, recommending,
hiring, assignment, reassignment, bidding, training, performance evaluation, discipline
and discharge of all employees. Furthermore, it shall be responsible for all employee
benefits, risk and safety programs, workers compensation, labor negotiations, insurance
analysis, and civil service.

2. Department Director. The Department Director is responsible to the managing director
for the function and performance of the department.

3. Department Director Qualifications. Charter §8604 and 705° speak to general
gualifications. Minimum qualifications for this position are a bachelor's degree or its
equivalent plus 5 years experience in personnel/benefit management.

4. Department Director Duties. The duties and responsibilities of the Director shall
include, but not be limited to the below. He/She shall direct personally and through
subordinates the performance of the below duties and responsibilities.

A.  Administer the personnel system of the City subject to the provision of law,
Charter or ordinance.

B. Recruit, screen and recommend persons for municipal employment.

C. Develop and maintain position descriptions, classifications and pay plans.

S2Editor’s Note: §8604 and 706 of the Charter provides:

8604. Qualifications.

The heads of departments, offices, and agencies shall be selected solely on the basis of education, training,
experience and professional, executive and administrative abilities; and such other qualifications as may be set forth
in this Charter. (See §706.)

§706. Compensation of Heads of Departments, Offices and Agencies.

The compensation of all heads of departments, offices and agencies under the direction of the Mayor shall be
proposed by the Mayor and approved by ordinance. Compensation of all other employees shall be set in accordance
with the uniform pay plan established by City Council in the Personnel Code. All such heads of departments, offices

and agencies need not be residents of the City at the time of appointment, but after appointment shall reside in the
City. City residency shall be required within 12 months of being appointed.
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P.

Q.

Prepare and maintain confidential employee personnel records and prepare
payroll information based on those records for Finance Department.

Post job openings as per collective bargaining agreements.

Create and maintain a personnel policy and benefits manual and communicate
this information to employees both in writing and by seminars.

Administer municipal labor relations including conducting negotiations, contract
administration, grievance procedures, and related programs.

Prepare position evaluation procedures and assist supervisors in implementation.

Develop and coordinate internal training programs, professional development,
and coordinate employee participation in external training programs.

Prepare and implement discipline procedures.

Manage employee benefit programs including sick leave, vacation, comp-time,
pension, and health and welfare insurance plans.

Collaborate with Department of Finance on the purchase of insurance plans.
Review unemployment compensation claims, and appeal when appropriate.

Manage workers compensation plan including, determining applicability,
attending appeal hearings, coordinating benefits, and returning to work.

Develop and implement affirmative action plan.
Manage risk and safety program.

Manage civil service program.

(Ord. 17-1996, 6/24/1996, 888.47 - 8.50)

§1-188. Department of Public Works.

1.

Function. The Department of Public Works shall be responsible for the design,
construction, operation and maintenance of those physical structures and facilities that
are owned and maintained by the City. Additionally, it will provide such City functions
as streets maintenance, sewage, parks, waste disposal, environmental protection, water
authority services and traffic management. Finally, this department will provide
engineering services for its own activities as well as the activities of other departments.
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2. Department Director. The Department Director is also the City Engineer and is
responsible to the managing director for the function and performance of the depart-
ment.

3. Department Director Qualifications. Charter 88604 and 706> speak to general
qualifications. Charter §606> specifies that the Director of Public Works shall be a
professional civil engineer registered in Pennsylvania.

4. Department Director Duties. The duties and responsibilities of the Director shall
include, but not be limited to the below. He/She shall direct personally and through
subordinates the performance of the below duties.

A.  Provide engineering services either directly or by contract for the City.

B. Constructand maintain the streets and bridges, of the City including the provision
of street cleaning, snow removal and ice control services.

C. Construct and maintain storm and sanitary sewer structures and facilities.

Editor’s Note: 88604 and 706 of the Charter provides:
8604. Qualifications.

The heads of departments, offices, and agencies shall be selected solely on the basis of education, training,
experience and professional, executive and administrative abilities; and such other qualifications as may be set forth
in this Charter. (See §706.)

§706. Compensation of Heads of Departments, Offices and Agencies.

The compensation of all heads of departments, offices and agencies under the direction of the Mayor shall be
proposed by the Mayor and approved by ordinance. Compensation of all other employees shall be setin accordance
with the uniform pay plan established by City Council in the Personnel Code. All such heads of departments, offices
and agencies need not be residents of the City at the time of appointment, but after appointment shall reside in the
City. City residency shall be required within 12 months of being appointed.

¥Editor’s Note: §606 of the Charter provides:

8606. Department of Public Works/City Engineer.

1. The Department of Public Works is mandated by this Charter. The Mayor shall appoint and fix the
compensation of the head of the Department of Public Works/City Engineer. He shall be a professional civil
engineer registered in Pennsylvania, and shall perform the duties required through the Administrative Code
[Chapter 1, Part 1] or other action, or as may be required of a City Engineer by general law.

2. The Department of Public Works shall include an environmentalist who shall be appointed by the head of the

Department of Public Works whose duties shall include education, lobbying, research and public liaison. The
environmentalist shall have sufficient technical qualifications for a position of this type.
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R.

Construct, operate and maintain public wastewater treatment and disposal
structures, and facilities.

Install and maintain traffic control devices and directional signs and signals, street
name signs, street lights (as per Met Ed agreement) and parking meters.

Provide services to the Water Authority as requested according to the contract
between the City and the Authority as well as the current collective bargaining
agreement.

Provide publicenvironmental education, lobbying, research and liaison with other
environmental agencies.

Provide for the management and/or collection and disposal of municipal solid
wastes including recyclables.

Coordinate Reading beautification program.

Plan, develop, design, and administer in cooperation with other municipal
departments, municipal park and recreation facilities owned, acquired, or
designated by the City.

Plant and maintain trees on City property.

Provide for custodian services for all municipal buildings.

Provide for inspection and related procedures to assure proper maintenance and
repair of sidewalks in accordance with municipal ordinances.

Repair and maintain municipal vehicles and equipment.

Maintain and update official maps, plats, and other engineering records of the
City.

Provide electrical services.
Plan, develop, design and administer in cooperation with other appropriate
departments and agencies of other governments, expansion and modification of

facilities for which this department is responsible.

Administer community recreational programs.

(Ord. 17-1996, 6/24/1996, 888.51 - 8.54)

§1-189.

Department of Community Development.
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1. Function. The Department of Community Development shall be responsible for the
preparation of short and long-range planning, economic and community development
programs including recreation. [Ord. 42-2004]

2. Department Director. The Department of Community Development shall be headed by
a Director who shall be responsible to the managing director for the performance of the
function of the department.

3. Department Director Qualifications. Charter §8604 and 706> speak to general
gualifications. The minimum qualifications for this position are a bachelor’s degree in
a related field, or its equivalent, plus three years experience in community plan-
ning/development. A master's degree in a related field is preferred.

4. Department Director Duties. The duties and responsibilities of the Director shall
include, but not be limited to the below. He/She shall direct personally and through
subordinates the performance of the below duties:

A. Perform the various duties and exercise the powers as prescribed by the
"Pennsylvania Municipalities Planning Code," 1968, P.L. 805, No. 247, asamended,
53 P.S. §10101 et seq.

B. Prepare, review and maintain the comprehensive plan of the City including data
collection, mapping and analysis.

C. Develop the capital improvement program and assist in developing priorities and
feasibility studies.

Editor’s Note: §8604 and 706 of the Charter provides:

8604. Qualifications.

The heads of departments, offices, and agencies shall be selected solely on the basis of education, training,
experience and professional, executive and administrative abilities; and such other qualifications as may be set forth
in this Charter. (See §706.)

§706. Compensation of Heads of Departments, Offices and Agencies.

The compensation of all heads of departments, offices and agencies under the direction of the Mayor shall be
proposed by the Mayor and approved by ordinance. Compensation of all other employees shall be set in accordance
with the uniform pay plan established by City Council in the Personnel Code. All such heads of departments, offices

and agencies need not be residents of the City at the time of appointment, but after appointment shall reside in the
City. City residency shall be required within 12 months of being appointed.
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Develop community block grant projects and prepare the appropriate funding
grant applications.

Enforce zoning, historical preservation, building, electrical, plumbing, heating, air-
conditioning, and such other related structural and land use codes as may be
enacted by law or ordinance.

Issue such licenses and permits as may be required by law, ordinance and the
Administrative Code.

Coordinate community, economic and other development projects within the City.
Administer urban renewal program activities.

Serve as administrative staff to the Zoning Hearing Board, City Planning
Commission, Redevelopment Authority, Historical and Architectural Review

Board, and Shade Tree Commission, and provide support services as deemed
appropriate.

(Ord. 17-1996, 6/24/1996, §88.55 - 8.58; as amended by Ord. 42-2004,10/11/2004, 81)

§1-190.

1.

Department of Police.

Function. The Department of Police shall be responsible for the protection of persons
and property within the City by maintaining law and order.

Department Director.

A.

Whenever the Chief of Police (or Acting Chief) is absent due to vacation, illness
or injury, the current Chief (or Acting Chief) shall designate one of the police
Department’s Inspectors to head the department and staff until the Chief of Police
returns to duty.

Whenever the position of Chief of Police (or Acting Chief) is vacant due to the
removal, resignation, retirement, permanent disability, or death, the managing
director shall appoint one of the Police Department’s Inspectors to the Acting
Chief position, as is required in §1-141 of this Chapter, until such time as the
Mayor nominates a replacement to City Council and City Council approves the
nomination.

[Ord. 39-2001]
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3. Department Director Qualifications. Charter §8604 and 706> speak to general

gualifications. Meritsystem rules and regulations define qualifications and appointment
process.

4. Department Director Duties. The duties and responsibilities of the Chief shall include,

but not be limited to the below. He/She shall direct personally and through subordi-
nates the performance of all these duties and responsibilities:

A.  Protect persons and property by maintaining law and order.
B. Enforce all criminal laws and ordinances.

C. Detect and apprehend criminal offenders and persons suspected of committing a
crime.

D. Maintain records and files of crimes and criminals.

E. Operate facility for the short-term detention of persons in custody.

F. Develop and conduct community relations and education programs.

G. Conductin-service training as prescribed by the Commonwealth of Pennsylvania.

H.  Direct other law enforcement personnel with less than full police powers such as
school-crossing guards and park rangers.

l. Coordinate the emergency management services.

J. Operate and maintain the police radio and other municipal radio and emergency
communication systems as may be assigned to the Department.

SEditor’s Note: §8604 and 706 of the Charter provides:

8604. Qualifications.

The heads of departments, offices, and agencies shall be selected solely on the basis of education, training,
experience and professional, executive and administrative abilities; and such other qualifications as may be set forth
in this Charter. (See §706.)

§706. Compensation of Heads of Departments, Offices and Agencies.

The compensation of all heads of departments, offices and agencies under the direction of the Mayor shall be
proposed by the Mayor and approved by ordinance. Compensation of all other employees shall be set in accordance
with the uniform pay plan established by City Council in the Personnel Code. All such heads of departments, offices

and agencies need not be residents of the City at the time of appointment, but after appointment shall reside in the
City. City residency shall be required within 12 months of being appointed.
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K. Maintain records and logs relating to radio and emergency communication
systems as required by law.

5. Police Powers. Police employed by the City of Reading shall be ex-officio constables of
the Commonwealth and shall and may, within the City or upon property owned or
controlled by the City or by an authority of the City within the Commonwealth, exercise
the powers and prerogatives conferred on police officers by law. Police, when acting as
constables, shall have the authority to serve and execute all criminal processes for the
violation of municipal ordinances which may be issued, and the fees and costs collected
in such capacity shall be paid into the City treasury.

(Ord. 17-1996, 6/24/1996, §88.59 - 8.63; as amended by Ord. 39-2001, 11/13/2001, 881, 2)

81-191. Department of Fire and Rescue Services.

1. Function. The Department of Fire and Rescue Services shall be responsible for the
protection of persons and property within the City against fire and other hazards.

2. Department Director. The Department of Fire and Rescue Services shall be headed by
a Director termed a Chief who shall be responsible to the managing director for the
performance of the department and for all other responsibilities and obligations that the
managing director may from time to time assign consistent with the law, Charter or
ordinance.

3. Department Director Qualifications. Charter 88604 and 706>’ speak to general
gualifications. Meritsystem rules and regulations define qualifications and appointment
process.

Editor’s Note: §8604 and 706 of the Charter provides:

8604. Qualifications.

The heads of departments, offices, and agencies shall be selected solely on the basis of education, training,
experience and professional, executive and administrative abilities; and such other qualifications as may be set forth
in this Charter. (See §706.)

§706. Compensation of Heads of Departments, Offices and Agencies.

The compensation of all heads of departments, offices and agencies under the direction of the Mayor shall be
proposed by the Mayor and approved by ordinance. Compensation of all other employees shall be setin accordance
with the uniform pay plan established by City Council in the Personnel Code. All such heads of departments, offices

and agencies need not be residents of the City at the time of appointment, but after appointment shall reside in the
City. City residency shall be required within 12 months of being appointed.
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4. Department Director Duties. The duties and responsibilities of the Chief shall include,
but not be limited to the below. He/She shall direct personally and through subordi-
nates the performance of the below duties and responsibilities.

A.  Prevent and extinguish fires.

B. Provide rescue services as appropriate.

C. Identify, remove and control fire hazards and other hazardous conditions.

D. Enforce laws, ordinances, rules, and regulations relating to fires and fire hazards.
E. Maintain computerized fire incident reporting system.

F. Develop and conduct community relations and education programs.

G. Responsible for fire communications.

H.  Review records and logs relating to radio and the emergency communication
system.

l. Conduct training programs for department personnel.

J. Operate the Reading-Berks Fire Training Center in cooperation with the County
of Berks.

K. Administer an apparatus/equipment and facility maintenance, testing and repair
program in cooperation with other City departments.

5. Fire Marshal.

A.  Function. The Fire Marshall shall be responsible for the fire investigation, record
keeping, fire prevention and fire code enforcement for the City.
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Appointment. The Fire Marshal shall be appointed by the Mayor as per §603% of
the Charter.

Status. The Fire Marshal is a member of the Fire Department and reports to its
Chief. However, The Marshal shall provide investigative reports to the Mayor,

managing director and the Chief.

Duties. The duties and responsibilities of the Fire Marshal shall include the
following but not be limited to the following:

(1) Initiate and administer a fire prevention program for the City.

(2)  Enforce the fire code in conjunction with the Department of Community
Planning, Programming and Development, Building Codes.

(3) Investigate cause and origin of fire as required by the Commonwealth of
Pennsylvania Fire Marshal law.

(4) Maintain records as required by the fire prevention code and the depart-
ment.

(Ord. 17-1996,6/24/1996, §88.64 - 8.71; as amended by Ord. 30-1996, 9/23/1996, §1; and by Ord.
14-2001, 5/29/2001)

81-192. Department of Law.
1. Function.
A.  The Department of Law shall be responsible for representing the City on all legal

guestions arising in the conduct of municipal business. The Solicitor, as head of
the Legal Department, shall serve as chief legal advisor to the Mayor, the Council
and all City departments and agencies and shall represent the City in all legal
proceedings and shall perform such other duties prescribed by law by the Charter,
by the City Administrative Code or by action of Council.

S8Editor’s Note: §603 of the Charter provides:

8603. Heads of Departments, Offices, and Agencies.

1. Appointment. Except as otherwise provided by this Charter, the Mayor shall appoint and remove the head
of any department, office and agency. An appointment shall not be effective unless City Council by resolution
confirms it or fails to reject it within 60 days after the appointment. The appointee shall serve unless rejected
by City Council or until removal from office, whichever is sooner.

2, Removal. The Mayor shall have the power at any time to remove the head of any department, office or agency
immediately under the Managing Director's direction and supervision, but the Mayor shall within 14 days
notify in writing City Council of the removal and the reason for it.
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B. In the event either the Mayor/Administrator or City Council requires legal
representation in an area of conflict, each party shall have the ability to select their
own legal counsel independent of the City Solicitor.

2. Department Director.

A.  The Department of Law shall be headed by the City of Reading Solicitor who shall
be responsible to the Mayor and City Council for the performance of the
Department, and for all other responsibilities and obligations that the Mayor or
Council may from time to time assign consistent with the law, Charter or
ordinance.

B. The City Solicitor may be removed by super-majority vote (five votes) of Council
by resolution.

[Ord. 22-1998]
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3. Department Director Qualifications. Charter 88604 and 706> speak to general
qualifications. Section 801% of Charter says that the City Solicitor shall be a member of
the Bar of the Supreme Court of Pennsylvania and experienced in municipal law.

4. Department Director Duties. The duties and responsibilities of the City Solicitor shall
include, but not be limited to, the following:

A.  Prepare review and revise ordinances or resolutions when so requested by the
Mayor or Council.

B. Attend Council meetings and/or hearings.

C. Provide legal opinions upon any legal matter or question.

Editor’s Note: §8604 and 706 of the Charter provides:
8604. Qualifications.

The heads of departments, offices, and agencies shall be selected solely on the basis of education, training,
experience and professional, executive and administrative abilities; and such other qualifications as may be set forth
in this Charter. (See §706.)

§706. Compensation of Heads of Departments, Offices and Agencies.

The compensation of all heads of departments, offices and agencies under the direction of the Mayor shall be
proposed by the Mayor and approved by ordinance. Compensation of all other employees shall be setin accordance
with the uniform pay plan established by City Council in the Personnel Code. All such heads of departments, offices
and agencies need not be residents of the City at the time of appointment, but after appointment shall reside in the
City. City residency shall be required within 12 months of being appointed.

SEditor’s Note: §801 of the Charter provides:
8801. Quialifications and Responsibilities.

1. The Mayor shall appoint, with the approval of Council, a Solicitor who shall be a member of the Bar of the
Supreme Court of Pennsylvania and experienced in municipal law. The Solicitor, as head of the Legal
Department, shall serve as chief legal advisor to the Mayor, the Council, and all City departments and
agencies; and shall represent the City in all legal proceedings and shall perform such other duties prescribed
by law, by this Charter, by the City Administrative Code or action of Council. It is the intent of this Charter
that only one person shall be the legal advisor of the City except as may be otherwise required by law.

2. The Mayor, with the approval of Council, shall have the power, if needed, to engage other temporary solicitors
to represent the City as the need may be. Such appointments shall be temporary and shall be for the purpose

of representing the City in specific individual legal matters. Such representation shall be secured by requests
for proposal.
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Provide legal advice when requested by department heads who are planning
and/or preparing documents and/or positions.

Be available for consultation to those department heads who file complaints at the
district justice level.

Litigate all legal actions and claims brought by or against the City except in those
cases in which other legal counsel is retained.

Approve for legality all contracts, agreements or other legal documents to be
executed by authorized City officials.

Shall provide a written quarterly report to Mayor and Council on the status of all
legal matters on which the Department of Law, directly or through temporary
legal counsel, representing the City.

Except as otherwise provided by City Council, shall be responsible for the
supervision of all temporary legal counsel, excluding independent legal counsel
for the Mayor or City Council, including approval of their billings.

The City Solicitor or his legal designee, shall provide legal counsel to all boards,
authorities and commissions not having a regular legal advisor. The Solicitor or
his designee shall attend any meetings of boards, authorities and commissions
when requested.

[Ord. 22-1998]

(Ord. 17-1996, 6/24/1996, §88.72 - 8.75; as amended by Ord. 22-1998, 6/22/1998, §81-3)
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EXHIBIT A
CITY OF READING
PURCHASING POLICY AND PROCEDURES
INDEX
PURCHASING POLICY AND PROCEDURES

Purchasing Policy - Defines the authorities and responsibilities of the
Purchasing Agent and Department Heads.

Requisition and Purchase Order Process - Outlines the steps to be taken by
all City bureaus to purchase all materials, supplies, equipment and
contractual services with the exception of travel, training and business
expenses, insurance, utility fees, contributions, dues, books, magazinesand
petty cash expenses.

Emergency Purchase Procedure - Defines emergency and establishes the
proper purchasing procedure in times of emergency.

Blanket Order Purchases - explains the nature of blanket order purchases
and defines the specific procedures for establishing blanket orders, making
purchases bases and renewing and closing blanket orders. Includes samples
of forms and instructions for completion.

Payment for Items and Services Without a Purchase Order Defines the
categories of purchases for which payment is authorized by use of the
Invoice and explains the procedure whereby payment to vendor is
authorized. Includes sample forms and instructions for completion.

Receiving shipments of materials, supplies and equipment. Outlines the
required procedures for the reception of materials delivered by vendors
after procurement by Purchase Orders. Includes sample forms and
instructions for completion.

Bid Solicitation, Evaluation and Award Procedure - Defines and explains
the procedures followed in the solicitation opening, evaluation and
awarding of bids.

Purchasing of Professional Services - Outlines the process involved for
preparing bid specifications, letting of bids, awarding of contracts and

payment of bills for professional services except those rendered in
connection with public debt offerings or other borrowing.
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Page 38-41 Petty Cash Funds - establishes the policy for the use of Petty Cash funds,
explainsthe process for reimbursing the employees and the petty cash fund.
Includes sample forms and instructions for completion.
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ADMINISTRATIVE REGULATION
PURCHASING POLICY
1.0 PURPOSE:
The purpose of this regulation is to formalize the City of Reading purchasing policy by
delineating the specific authorities and responsibilities that are the components of the

purchasing process.

20 APPLICABLE TO:

All departments and divisions.
3.0 through and including 4.1.1(2) intentionally eliminated.

4.1.2 The purchasing manager shall have the authority to review all
requisitions for the purchase of materials, supplies, equipment and
services not exempted from this regulation for quality and cost.

(1) The purchasing process begins with the user's formulation of
specifications that identify and describe the product or service to be
purchased.

(2) The purchasing manager will assure that the specifications meet
the user's needs, but do not call for features or a level of quality not
necessary for the item's use.

(3) Ifthereis alack of agreement between the purchasing manager
and the department director concerning any specifications, the
purchasing manager will refer the case and all supporting documen-
tation. to the purchasing committee (Section 5.0) for determination.
4.1.3 Prepare, in cooperation with department directors, standard written
specifications for supplies and/or services not exempted by this
regulation especially those common to various City divisions.

4.1.4 Place orders for all supplies, materials, equipment or services, not
exempted by this regulation, by the issuance of a purchase order.

Page 1
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4.1.6
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(1) With the exception of professional services, it is the policy of the
City to make awards to the vendor who meets the specifications for
the items or services to be purchased at the lowest cost. Factors such
as delivery time, quality, operating and maintenance costs, service,
etc. as well as initial price, should be taken into consideration by the
purchasing manager to determine the lowest cost vendor that meets
the specifications, except in those cases where Council finds and
shows just cause that it is in the best interest of the citizens of the City
to award the contract to an individual or company with headquarters
in the City that has submitted a bid within ten percent (10%) of the
lowest bid.

(2) When the purchasing manager or department director deems
that an award should be made to other than the lowest cost vendor
or when the purchasing manager and the department director fail to
agree upon what vendor should receive the award, the case with all
supporting information is referred to the purchasing committee
(Section 5.0) for determination.

Dispose of surplus or unused materials, supplies or equipment after
they have been declared as surplus by the department director
wherein the materials are located and agreed to by the purchasing
manager.

In the event the department director and purchasing manager fail to
agree, the matter with all supporting information will be forwarded
to the purchasing committee (Section 5.0 of this Policy) for recom-
mendation to the Managing Director.

Disposal shall be on an annual or more frequent basis as deemed
necessary by the Managing Director in accordance with the proce-
dure as determined from time to time by the purchasing committee.
The sale of any surplus by a City employee, other than the purchasing
manager, constitutes a violation of this regulation and will result in
appropriate disciplinary action.

Enforce all purchasing regulations and procedures.
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4.2

Responsibilities. The purchasing manager has the following responsibilities:

421

422,

423

4.2.4

425

4.2.6

4.2.7

4.2.8

429

Procure for the City the highest quality in commodities and services
that meet the user’'s needs at the least expense.

Purchase as many items as feasible "in bulk” to take full advantage
of discounts.

Keep informed of current developments in the field of purchasing
including prices and market developments.

Keep accurate and up-to-date records of all verbal and written
solicitations and bids in a way that they are available for public
inspection.

Provide assistance to any department director as required to draft
specifications.

Pursue the possibilities of establishing cooperative purchasing
agreements with other units of government that would be in the best
interest of the City.

Formulate and circulate for approval, modifications or additions to
purchasing regulations and procedures as deemed necessary.

Contact Pennsylvania Department of Labor and Industry when an
invitation to bid is formulated, if the Pennsylvania Prevailing Wage
Act is applicable.

Review and monitor department purchasing activities for compliance
with the purchasing policy and procedures.

5.0 PURCHASING COMMITTEE:

5.1

Membership. The purchasing committee shall consist of (1) the Director of

Finance or designee, (2) the City Solicitor or Designee, and (3)
division manager from either Public Works, Police, Fire or
Community Development. The division representative shall
not be from the same department which is involved in the
particular case or matter which has been referred to the
purchasing committee.
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521

5.2.2

(1, PART 1)

The purchasing committee has the authority to meet as a body
and to:

Approve or disapprove any suggested variance or to established
purchasing policy or procedure.

Make a final decision when there is a disagreement over specifica-
tions, intent to make an award to other than the lowest cost vendor,
a disagreement over vendor selection or any other situation that
cannot be resolved by the purchasing manager and the department
director.

5.3 Responsibilities. The purchasing committee has the responsibility to:

5.3.1

5.3.2

Review and attempt to clarify questions concerning the interpretation
of purchasing regulations.

Provide purchasing policy development assistance to the purchasing
manager as requested.

6.0 DEPARTMENT DIRECTORS:

6.1 Authorities.

6.1.1

6.1.2

The individual department directors have the authority to:

Determine the need for all materials, supplies, equipment and
services for their department.

Formulate specifications that are clear, concise and descriptive of all
the requirements for all intended purchases.

6.2 Responsibilities. Theindividual departmentdirectors have the responsibility to:

6.2.1

6.2.2

6.2.3

Page Revised 4/22/2002

Furnish the purchasing manager with all necessary information to
assure that the purchase will be correct in all details.

Ensure that specifications are not restrictive and do not call for
features or a level of quality unnecessary for an item's use, except as
may be permitted in Section 6.2.3. of this policy.

Provide a valid written justification when requesting a proprietary
item or issuing a restrictive specification.
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7.0

8.0

6.2.4

6.2.5

6.2.6

6.2.7

Provide a list of suggested vendors. This may assist the purchasing
manager in finding the item requested. It does not limit the purchas-
ing manager to contacting those vendors.

Ensure that there is no commitment of the City to the purchase of any
item, except those covered by the Emergency Purchase Procedure and
Section 4.1.1 of this Policy.

Notify the purchasing manager as soon as possible after deliver ifany
material, supplies, or equipment is inferior in quality or in any way
unsatisfactory.

Notify purchasing annually, by the date established by the purchas-
ing manager, or any surplus, obsolete or scrap material or equipment
that exist in their departments.

EXCEPTIONS TO PURCHASING POLICY:

Where these regulations conflict with requirements stipulated and/or mandated for the
use of federal or other grant funds, the requirements governing the expenditure of those
funds shall prevail.

EFFECTIVE DATE:

This regulation is effective on the date of issue.
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ADMINISTRATIVE PROCEDURE
REQUISITION AND PURCHASE ORDER PROCESS

PURPOSE:

The purpose of this procedure is to outline the steps that must be taken by all City
departments to purchase all materials, supplies, equipment and contractual services
(herein referred to as “items”) under $10,000 with the exception of:

*Books and subscriptions

*Business meeting expenses

*Charitable contributions

*Dues

*Items Under fifty ($50) dollars that can legitimately be purchased via petty cash
(see Administrative Regulation “Petty Cash Funds”).

*Postage

*Tuition

*Travel - meals, lodging, transportation

*Utility services

The purchasing procedure for these excepted items is covered in Administrative
Procedure, entitled, “Payment for Items and Services Without a Purchase Order”.

APPLICABLE TO:

All departments and divisions.

DEFINITIONS:

3.1 Accounts Payable - the section within the accounting office which is responsible
for approving payment of City bills.

3.2  User - the term employed to identify the party initiating a request to purchase
materials, equipment, and/or services adepartmentdirector or his/her assignees.

3.3 Vendor - a supplier or seller of items to the City.

THE REQUISITION PROCESS:

4.1 Preparing a Requisition Form. User must determine the item/service needed and
communicate an accurate and complete description to the purchasing manager.
If appropriate, requisition should include an explanation of the proposed usage
so that the purchasing manager may communicate to potential vendors exactly
what is expected of the product. The requisition process is initiated by the user's
completion and forwarding of a requisition via the City's computer system.
Page 6
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4.2 Routing the Requisition & Purchase Order. The following steps are taken in

routing the requisition:

Responsibility

Department Director

Purchasing Manager

Director of Finance

Purchasing Manager

1-122

Action

1. Initiates the requisition via the City’s
computer system and forwards to the pur-
chasing manager.

2. Reviews request, obtains quotes and
determines what vendor can best provide
the requested items or services. Makes nec-
essary revisions if any. Initiates purchase
order and forwards to Accounts Payable to
determine if sufficient funds are available.

3. Examines all purchase requests for bud-
get authorization. If questions arise, con-
tacts purchasing or user for clarification or
explanation. If approved, forwards to pur-
chasing manager.

4. Distributes copies of purchase order to
appropriate offices and mails vendor copy
to place order.
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44

4.5

(1, PART 1)

Review of Requisition by Purchasing Manager. The requisition provides the
purchasing manager with information necessary to shop in a competitive market
for the items requested. The purchasing manager seeks the vendor who can
provide the items at the best price for the quality needed and who can meet the
allotted time period for delivery.

Dollar Limits Covering Vendor Solicitation. With the exception of professional
services, the purchasing manager follow the following guidelines concerning the
dollar limits covering vendor solicitation.

441 Purchase under $500 - Price quotes will be sought by the division
head.
442 Purchases between $501 and $10,000 - a verbal or written solicitation

which involves an oral or written price statement from a vendor to
the purchasing manager for a particular commodity or service. A
written record of quotes will be maintained.

443 Purchases of $10,000 - a formal solicitation through advertising which
requires vendors to submit sealed bids accompanied by a bid surety
(see Administrative Procedure “Bid Solicitation, Evaluation & Award
Procedure”). It shall be option of the Executive Branch to advertise for
bids to purchase those items that may be exempted under the City
Charter and the Administrative Code.

Time Requirement. Users should allow sufficient time, normally 7-10 days, for
purchase under $10,000 and 2-1/2 weeks or more for items requiring bids (over
$10,000). All divisions should carefully plan their purchases so rush situations are
not created.

50 PLACING THE PURCHASE ORDER:

5.1 Authorization. After a requisition is processed purchasing completes a purchase
order. The purchase order authorizes the vendor to ship items or provide services
and invoice items as specified.

5.2  ldentification. All purchase order will be automatically assigned a purchase order
number when the requisition is entered into the system. Letter codes designates
type of purchase order.

5.3 ThePurchase Order Form. The purchase order is a five part, color coded form that
is prepared by purchasing.

Page 8
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6.0

7.0

5.5 Routing of the Purchase Order. Each of the five parts of the Purchase Order are

routed as follows:

Part Color Reference

White Accounts Payable

Pink Vendor Copy

Gold Purchasing
Office Copy

Blue Department’s
Receiving Report
Copy

Green Department Filing
Copy

RECEIVING ORDERED MATERIALS:

Procedures for receiving materials are specified in Administrative Procedure entitled

“Receiving Shipments of Materials or Equipment.”

EFFECTIVE DATE:

This procedure is effective on the date of issue.

Page 9
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Function

Used to confirm materials
Copy have been delivered
by comparing to receiving
report sent by bureaus, to
indicate complete or partial
delivery of materials
ordered.

Authorizes the vendor to
ship and invoice items as
specified.

Retained for central pur-
chasing records.

Sent to department from
purchasing to be filed by
account number. When
items are received depart-
ment forwards with receiv-
ing slip to accounts pay-
able.

Sent to department with
receiving (blue) copy to be
filed by account number.
Used by department as ref-
erence for vendors, prices
and budget preparation.
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ADMINISTRATIVE PROCEDURE

EMERGENCY PURCHASE PROCEDURE

1.0 PURPOSE:

The purpose of this procedure is to establish the proper purchasing procedure in times

of emergency.

20 APPLICABLETO:

All departments.

3.0 DEFINITION:

3.1 Anemergency isdefined asan unanticipated situation requiring immediate action

to avoid the loss of life, or property.
40 POLICY:

4.1  There will be no commitment of City funds to purchase goods or services outside
the normal purchasing procedure, unless the need meets the criteria as defined
above in Section 3.1.

4.2  The Mayor has the authority to declare a State of Emergency as provided for by
Pennsylvania statues and to subsequently suspend all standard operating
purchasing procedures.

50 EMERGENCY PURCHASING PROCEDURE DURING NORMAL WORK HOURS:
Responsibility Action
Department director 1. If an emergency occurs during normal working
hours, the department director receives permission
from the Managing Director to request the purchas-
ing manager to order the materials and/or services
necessary. The department director may suggest a
vendor with whom he/she is familiar and considers
reliable.
Purchasing Manager 2. The purchasing manager, if time permits, will
contact vendors and receive price quotes.
3. The purchasing manager obtains the price for
each item, the total amount, the date, and location of
delivery. The purchasing manager verbally places
the order with the vendor.
Page 10
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Department Director

4. The purchasing manager informs the vendor that
a confirming purchase order will follow and that the
vendor should send the invoice to accounts payable
once the purchase order is received.

5. The purchasing manager informs the department
director of the vendor, prices, total amount, etc., in
order that a requisition can be prepared.

6. The department director prepares a confirming
emergency requisition for processing immediately
upon notification of pertinent data by the purchas-
ing manager.

7. The department director shall issue a memo refer-
encing the purchase order and describing the nature
of the emergency.

The department director shall not wait for an in-
voice from the vendor prior to completing a requisi-
tion form.

6.0 EMERGENCY PURCHASING PROCEDURE AFTER NORMAL WORK HOURS:

Responsibility
Department Director

Action

1. The department director, or if unavailable the on
site supervisor, is responsible for authorizing an
order with a vendor if an emergency occurs after
normal working hours.

2. The department director shall call the purchasing
manager the following work day with details of the
emergency purchase.

3. The department director shall complete a confirm-
ing emergency requisition.

4. The department director’s action is subject to
review by the purchasing manager and the Manag-
ing Director to determine compliance with this regu-
lation.
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7.0 PREPARATION OF A REQUISITION FORM FOR AN EMERGENCY PURCHASE:

7.1 Completion of the Form.

7.1.1 A requisition for an emergency purchase is completed in the same
manner as a requisition for a regular purchase which is described in
Administrative Procedure “Requisition and Purchase Order Process”;
however, under column “Check One” Confirming Emergency
Purchase must be indicated.

8.0 EFFECTIVE DATE:

This procedure is effective on the date of issue.

Page 12
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1.0

2.0

3.0

ADMINISTRATIVE PROCEDURE

BLANKET ORDER PURCHASES

PURPOSE:

The purpose of this issuance is to explain the nature of blanket order purchases and to
define the specific procedures for establishing blanket orders, making purchases with
blanket orders, and renewing and closing blanket orders.

APPLICABLE TO:

All departments and divisions.

BLANKET ORDER PURCHASE:

3.1

3.2

General. A blanket order purchase is a special type of purchase order issued by the

purchasing manager and designed to reduce the administrative effort and costs
of placing recurrent orders for necessary items or services, such as heating fuel or
repairs to office equipment.

Blanket orders normally call for an undetermined quantity of a product to be
delivered or a service to be provided on a continuing basis from a single vendor.
In some cases, the quantity may be estimated at an agreed upon unit price.

Only one blanket order at a time may be issued to a specific vendor, from a
standard account. A single blanket order may however cover one or more types
of items or services.

A blanket order may be issued any time during a calendar year, unless otherwise
determined by the Director of Finance. Blanket orders will be invalid after
December 31st of the year issued.

Al1 blanket order in excess of $50,000 must be approved by Council unless issued
in accordance with a contract previously awarded by Council.

Types of Blanket Orders. Two types of blanket orders exist:

3.2.1 Regular Blanket Orders (B) - referred to as merely blanket orders, are
established with a vendor for a fixed dollar amount, but do not
necessarily indicate the specific items or services to be purchased,
their quantity, or unit price. The description is to state generally what
is to be purchased, i.e. “various automotive replacement parts such
as but not limited to filters, spark plugs, belts.” Statements such as
“Supplies as may be needed from time to time” are unacceptable.
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3.2.2 Blanket Orders with Price Agreements (BA) - Blanket orders with
price agreements are regular blanket orders where the unit price of
the items or services are agreed upon with the vendor for a stated
period of time, i.e. fuel oil for the year. ... Items and prices should be
clearly stated in the description along with date of quote or contract
award and period of agreement.

4.0 PROCEDURESFOR ESTABLISHING BLANKET ORDERS:

The correct procedure to establish a blanket order is defined below. Blanket order
requisitions are initiated and forwarded via the City's computer system.

Responsibility Action

Department Director 1. Determine the items or services to be purchased
on a recurring basis.

2. Initiates a requisition via the City’s computer
system to request a blanket order and forwards to
purchasing manager.

Purchasing Manager 3. Reviews the requisition for suitability and com-
pleteness.

4. Determines the most suitable vendor and whether
a price agreement can be acquired. Issues the blan-
ket order on a purchase order form to the selected
vendor, stating what items or types of items may be
ordered. (If the vendor selected is other than one of
the suggested vendors on the requisition, the
purchasing manager notifies the department direc-
tor making the blanket order request before placing
the purchase order.)

Accounts Payable 5. Determines if sufficient funds are available in
specified account. If specified account has insuffi-
cient funds, notifies user to request a transfer from
another account.

Director of Finance 6. Examines blanket order for budget authorization.
If questions arise, contacts user or purchasing for
clarification or explanation. If approved, forwards to
purchasing.
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Purchasing Manager

mails vendor copy.

5.0 ROUTING OF HE PURCHASE ORDER FORM:

7. Distributes of copies to appropriate offices and

5.1 When used to establish a blanket order the purchase order form is routed in the
same manner as a regular purchase order.

5.2  The five parts of the purchase order are routed as follows:

Part Color

White

Pink

Gold

Blue

Green

Home

Reference

Account Payable
Copy

Vendor Copy

Purchasing
Office Copy

Department’s
Receiving
Report Copy

Division Filing
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Function

Used to confirm materials
delivered by comparing to
receiving report sent by
department to indicate
complete or partial delivery
of materials ordered.

Authorizes the vendor to
ship and invoice items as
specified.

Retained for central pur-
chasing records.

Sent to department from
purchasing to be filed by
account number. When
items are received, depart-
ment forwards packing slip
and invoice accounts pay-
able referencing appropri-
ate purchase order.

Sent to department with
receiving (blue) copy to be
filed by account number.
Used by division as a ref-
erence for vendors, price
and budget preparation.
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6.0 PROCEDURESFORBUYING ITEMS AGAINST A BLANKET ORDER:

Once a blanket order is established, the department director may approve the purchase

of items covered by the blanket order.

The correct procedure to buy items against a blanket order is defined below.

Responsibility

Using Department

Accounts Payable

Using Department

Accounts Payable

Page Revised 4/22/2002

Home

Action

1. Department director or designee approves all
blanket order purchases before they are made. Au-
thorized employee must present proper City identi-
fication to vendor.

Single item purchases over $500 must be preap-
proved by the purchasing manager, as per Section
4.4.2 of the Requisition & Purchase Order Process.

After purchase, receiving slip is filed with the blue
copy of the appropriate blanket order until copy of
vendor invoice is received from accounts payable.
If department inadvertently receives original in-
voice, it should be transferred to accounts payable.

2. Upon receipt of invoice from vendor, a copy is
forwarded to the using department.

3. Confirms accuracy of invoice, including price
and availability of funds. Ensures that purchase
order number, requisition number and code are on
the invoice. Obtains signature of department direc-
tor and forwards with receiving slip to accounts
payable for payment.

4. Pays bill from the account used to establish the
blanket order. Confirms accuracy of price with that
listed on purchase or contained in contract or price
agreement with vendor. Reduces blanket order
amount accordingly.
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7.0

8.0

9.0

PROCEDURES FOR RENEWING A BLANKET ORDER:

When a purchase is desired against a blanket order and insufficient funds are available
from the blanket order, there are two options:

* If the purchase is the last one to be made against the blanket order, the department
director may request accounts payable to add up to $50 additional funds to cover
the last purchase. If more than $50 is required, the department should issue a
separate requisition for the purchase.

* If mere than $50 is required to make the purchase and additional purchases are
desired against a blanket order on a continuing basis, a renewal must be made.

In case of a renewal, the department director completes a new requisition. The
procedure, herein, is the same as previously stated for requesting a new blanket
order.

CLOSING A BLANKET ORDER:

A department director may desire to close a blanket order even though funds are still
reserved.

To close an existing blanket order the department director sends blue copy of purchase
order to Accounts Payable with instructions to cancel it. Accounts payable removes the
reservation and transfers the remaining funds into the same standard account of the
department.

* A department shall not have more than one blanket order with the same vendor,
in the same expenditure code, unless one blanket order falls below $25.

EFFECTIVE DATE:

This procedure is effective on the date of issue.
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ADMINISTRATIVE PROCEDURE
PAYMENT FOR ITEMS AND SERVICES WITHOUT A PURCHASE ORDER

1.0 PURPOSE:
The purpose of this administrative communication, is to:

(1) Define the categories of purchases for which payment is authorized by use of the
Accounts Payable Approval form.

(2)  Explain the procedure whereby payment to vendors is authorized by use of the
Accounts Payable Approval form.

20 APPLICABLE TO:

All departments and divisions.

3.0 CATEGORIES OF PURCHASES MADE NOT REQUIRING A PURCHASE ORDER:

Certain categories of purchases do not require the department to follow the
requisition/purchase order process, and the orders are not placed by the purchasing
manager as outlined in Administrative Procedure "Requisition and Purchase Order
Process”.

Categories of purchases that do not require a purchase order are as follows:

* Arbitration costs

* Association dues

* Books and subscriptions

* Business meeting expenses

* Charitable contributions

* Debt service & related fees

* Insurance

* Items under fifty dollars ($50) that can legitimately be purchased via petty cash

* Postage

* Professional Services Fees

* Tuition

* Travel expenses - including meals, lodging and transportation (travel policy must
be followed)

* Utility services

* Workers compensation disbursements

Only the expenses and services listed above may be purchased with payment authorized
by the Accounts Payable Approval form.
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4.0 SPECIFIC PROCEDURES FOR PAYMENT WITH AN ACCOUNTS PAYABLE
APPROVAL FORM:

Responsibility Action

Department Director 1. Determines if adequate funds are available in the
appropriate account for the expense.

a. If adequate funds are not available in the appro-
priate account, initiates a budget transfer.

2. Determines if items or services may be purchased
by the accounts payable process. If so, contacts
vendor directly and gives necessary information for
purchase.

3. Receives goods or services.

4. After receiving goods or services and determin-
ing them to be satisfactory, completes an accounts
payable approval form as an authorization for pay-
ment.

5. Forwards copy of the accounts payable approval
form and vendor invoice to the Director of Finance
for authorization.

Director of Finance 6. Reviews accounts payable approval form and if
approves, signs accordingly and forwards with the
invoice to Accounts Payable.

Accounts Payable 7. Audits account payable approval form to verify
funds are available in the account(s) specified.

a. Returns to department director for transfer if
funds are not available in account(s) specified.

8. Insures that proper payment is made to vendor.

9. Notifies department director of payment through
issuance of monthly report of payments.
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10. Forwards original copy plus vendor invoice to
accounting for filing.

5.0 EFFECTIVE DATE:

This procedure is effective on the date of issue.
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1.0

2.0

3.0

ADMINISTRATIVE PROCEDURE

RECEIVING SHIPMENTS OF MATERIALS, SUPPLIES AND EQUIPMENT

PURPOSE:

The purpose of this issuance is to outline the required procedures for the receipt of
materials delivered by vendors after procurement by purchase order.

APPLICABLE TO:

All departments and divisions.

RECEIVING ORDERED MATERIAL:

3.1

3.2

3.4

Responsibility. Each item received must be inspected for damage and correctness
of order. Accounts Payable must be notified of all shipments received in order to
properly pay bills. These duties are the responsibility of the using department
personnel.

Receiving Shipments in Full or in Part. The receiver should check the packing slips
to insure that all items were shipped as ordered. If the order is received in full, the
packing slip should be signed, dated and filed with the “department” (green) copy
of the purchase order. The signature and date is confirmation that the order was
received as indicated.

If a partial shipment is received, the packing slip should indicate that the
remainder of the order is on back order. If so, the slip should be signed, dated and
forwarded to Accounts Payable with a copy of the purchase order for payment.
A copy of the receiving should be filed with the “department” blue copy. If a back
order is not indicated or the complete order is not received by the agreed upon
date, the purchasing manager should be notified within one (1) working day for
follow up with the vendor.

Incorrect or Damaged Shipments. The person receiving items inspects them for
damage and correctness of order. If an order is delivered not as specified, the user
shall contact the purchasing office within one (1) working day of receipt of the
order. The user will explain why the delivery was unacceptable and request that
provisions be made for a satisfactory replacement or asupplemental delivery. The
purchasing manager shall also be contacted immediately if the vendor cannot
comply with the original order.
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Invoices. Although the vendor is directed to send all invoices to accounts
payable, occasionally they may be included with a shipment. The user shall
forward all invoices to accounts payable immediately for proper payment,

if they are included in the shipment.

35

4.0 Effective Date: This procedure is effective on the date of issue.
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ADMINISTRATIVE PROCEDURE
BID SOLICITATION, EVALUATION AND AWARD PROCEDURE

1.0 PURPOSE:

The purpose of this issuance is to define and explain the procedures followed in the
invitation/solicitation, opening, evaluation and award of bids for purchases over $10,000

20 APPLICABLE TO:

The Purchasing Office of the City of Reading and all departments and divisions.

3.0 DESTINATIONS:

3.1

3.2

3.3

3.4

35

3.6

3.7

3.8

3.9

Bid - the formal offering of a price by a vendor for a specific commodity or service
costing over $10,000 and requiring bid surety.

Bid Solicitation - a type of vendor solicitation used that requires the City to
advertise for equipment, supplies and services desired and requires vendors to
submit sealed bids.

Invitation to Bid - adocument prepared by purchasing and sent to bidders for the
purpose of soliciting bids on goods and services.

Mailing List - a current list of vendors offering supplies, equipment and services
maintained by purchasing.

Public Work of the City - includes any service provided by the City on an ongoing
basis for the welfare and protection of property and persons within its political
bounds.

Responsible Bidder - a type of vendor that possesses at least, but not limited to the
following - adequate production facilities, sound financial standing and a
sufficient experience in the business of producing and/or supplying goods or
services.

Responsive Bidder - a type of vendor that complies with all specifications put
forth by the invitation to bid.

Single Source Supplier - asupplier who is the only vendor able to furnish a certain
item or service.

Specifications - requirements and/or instructions that must be properly addressed
and followed by bidders.

3.10 Vendor - a supplier of goods or services.
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Verbal Solicitation - a type of vendor solicitation which involves an oral price
statement from a vendor to the purchasing manager for a particular commodity
or service.

Written Vendor Solicitation - a type of vendor solicitation that requires a written
price quotation from the vendor to the purchasing manager.

4.0 GENERAL POLICY:

4.1

4.2

4.3

44

45

Central purchasing authority and responsibility in the City rests with the
purchasing manager and the Purchasing Office.

The building process is a public process that is subject to public scrutiny and
review. All purchasing procedures and regulations shall be written and made
available for public review.

Any deviation from normal operating practices shall require proper documenta-
tion and approval by the Managing Director.

Projects or contracts which are federally funded must comply with provisions set
forth by the United States Department of Labor, the United States Department of
Housing and Urban Development, and the Office of Federal Contract Compliance
Programs.

The Office of Community Development is responsible for monitoring contracts
involving federal funds, including labor compliance.

5.0 PURCHASES REQUIRING BID SOLICITATION

5.1 All purchases over $10,000 require bid solicitations except those listed below:

5.1.1 Public utility service under tariffs on file with the Pennsylvania Public
Utility Commission.

5.1.2 Any items purchased through Federal or Commonwealth programs that
have different bidding requirements mandated by a grant program.

5.1.3 Purchases made through intergovernmental cooperation as governed by
1972, P.L. 762, N0.180, 53 P.S. 481 as amended and Act 31 of 1971 the
Commonwealth's cooperative purchasing program, a Commonwealth law
of general application.
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5.2

Bid solicitations or RFP's are not mandatory for the items listed in 5.1; however,
requests by department directors to bypass the bid solicitation or RFP procedure
must have valid justification. All such requests shall receive approval by the
Managing Director on a case by case basis.

6.0 MAILING LIST:

6.1

6.2

6.3

General. The bidders list is a current list of suppliers of various categories of
commodities. The purchasing manager shall develop and maintain the mailing
list.

Membership. The mailing list consists of:
* Vendors with whom there has been a satisfactory, past relationship.

* Vendors added by the purchasing manager as a result of research in trade
journals, other documents or by consultation with user departments.

* Vendors who contact purchasing in response to newspaper advertisements
or in anticipation of the City’s future needs.

* Vendors who have never provided goods or services to the City and who
request to be added to the City’s mailing list, may be added on a proba-
tionary basis.

If a vendor is proven to be acceptable either through a positive experience
with the City or through acceptable reference checks, that vendor may be
placed on the City’s mailing list.

The purchasing manager will review and update each commodity group at least
once every two (2) calendar years.

Removal. Vendor files shall be located in purchasing. It is the responsibility of the
department to notify purchasing by memorandum of any supplier that does not
act in a responsible manner.

A bidder may be removed from the mailing list when:

* There are three (3) or more consecutive no responses to a request for
guotation, within a one (1) year period.

* There is failure to submit a bid for an annual contract for two (2) consecu-
tive years.
* Consistent inability to meet specifications and delivery dates.
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* General failure to keep commitments.
* Consistent complaints by users about the quality of the product or service.

Evidence of such failures of performance shall be documented by the department
director and forwarded to the purchasing manager and the purchasing committee
for review. If the committee determines that removal from the list is justified, the
vendor shall be notified in writing explaining the reasons for removal.

Reinstatement. A vendor can be reinstated to the mailing list upon receipt of a
letter of application that explains their interest in City purchasing, if the reason for
removal was the vendor's failure to reply to the invitation to Bid.

If the vendor was removed for inability to meet specification, meet delivery dates
or for offering a poor quality item, the vendor must take steps to show the
purchasing manager that the problem has been or is being corrected. The
purchasing manager will file the documentation submitted by the vendor in the
appropriate vendor file and if acceptable will reinstate the vendor to the mailing
list.

7.0 SOLICITATION PROCEDURE.

7.1  Product or Service Determination. The department director determines the need
for a product or service and is responsible for budgeting the item. Purchasing can
assist in deciding upon a reasonable figure for the particular item.

7.2 Authorization. A memo requesting the purchasing manager to advertise for bids
for a specific item or service shall be initiated by the user department and
approved by the Managing Director and Director of Finance.

7.3 Requisition. The department director will initiate a requisition

8.0 PREPARING SPECIFICATIONS. The specifications that are included in the invitation
to Bid are prepared by either user department personnel and/or the purchasing office
depending upon the circumstances involved. Specifications are required in all bid
solicitation situations, and optional based upon the need in all other cases as determined
by the purchasing office. The City strongly discourages restrictive specifications that can
favor certain vendors.

8.1 If the user department decides to prepare the specifications, the department
director should contact various suppliers of the product or service and request
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9.0

8.2

8.3

8.4

8.5

manufacturer's specifications. The purchasing office may be able to assist in this
part of the procedure.

All users should be wary of salespersons who may attempt to influence how the
City's specifications are drafted. The user should be aware that the City benefits
the most when there is good competition among numerous vendors.

The user reviews all the manufacturer's specifications and prepares the City
specifications so that as many suppliers as possible will be able to meet the
requirements without sacrificing quality. The specifications should include all
essential requirements to insure that the item meets the user's needs, but
simultaneously containing only those features that are necessary for an item's
intended use.

The department director attaches the drafted City specification to the manufactur-
ers' specifications used, and forwards to the purchasing office.

Purchasing will review the drafted specifications to assure that as many vendors
as possible can successfully meet the requirements and respond to the Invitation
to Bid. If the purchasing manager feels that the specifications as drafted will not
support competition, necessary changes will be made with the approval of the
department director. If the purchasing manager and the department director
cannot agree on a common ground, they will meet with the Managing Director to
make the final determination of how the specifications will read.

The purchasing office may with the cooperation of the department director
organize a pre-bid conference with potential vendors for the purpose of reviewing
draft specifications for completeness, accuracy and fairness.

INVITATION TO BID

9.1

9.2

General. The Invitation to Bid which is prepared by purchasing establishes the
criteria for determining the responsive bidder by outlining the procedure bidders
must follow to be considered for the bid award. The Invitation to Bid or a copy of
the newspaper ad outlining the bid solicitation may be sent to vendors in that
particular category of the mailing list.

Procedural requirements included in the bid packet outline standard instructions
to be followed for bidding, delivery and, completion schedules, payment,
invoicing procedures, and conditions for inspections and acceptance of purchased
items.
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9.3 Notice Inviting Bids.

9.3.1 Newspaper. Public notice shall be given for all bid solicitations by
publishing an advertisement two times, each publication on a
different day, in at least one newspaper of general publication. The
bids shall not be opened until at least ten days have elapsed after the
first advertisement.

The notice shall include at least:

* A description of the equipment, supplies, products or services
to be purchased.

* Where the bid form and specifications can be obtained.
* The deadline and location for submission.
* Reference to prevailing wages if applicable.

9.3.2 City Hall. A notice of the advertisement for bids bulletin shall be
posted on the board at City Hall.

9.3.3 Mailing List. The purchasing manager shall solicit sealed bids from
suppliers of the particular commodities on the mailing list (see
Section 6.0) by sending copies of the newspaper notice, the invitation
to bid itself or other such notice that will familiarize the vendor with
the proposed purchase.

9.4  Bid Security. Purchasing shall require a bid security that serves the purpose of
protecting the interest of the City. The bid security will be required equally of all
bidders.

94.1 Security Amount. All bids shall be accompanied by cash, certified
check, a bond with corporate surety or at the City's option, an
irrevocable letter of credit in the amount of ten percent (10%) of the
bid.

10.0 BID RECEIPT, OPENING AND TABULATION.

10.1 Receipt. All bids shall be submitted in a sealed envelope, marked with the bid
number and delivered to the Purchasing office by the date and time of the bid
opening or the deadline as advertised.
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10.2

10.3

Upon receipt, the bid envelope shall be stamped with the date and time received
and placed in a locked filing cabinet until the time of the opening. All bids shall
remain sealed until the time of the bid opening.

Opening. All bids submitted in response to the City's Invitation to Bid shall be
opened by the purchasing manager and witnessed by the division head, city clerk,
and City Auditor, or their designees at the time and date advertised in the legal
notice. The bid opening shall be held in a public forum and may be attended by
the news media, concerned citizens and interested vendors.

Tabulation. All bids shall be tabulated. The tabulation becomes a permanent
record of all bids received, showing the bidder's name, items and prices. Bids
considered invalid, i.e., submitted without security, will be listed on the schedule
as such.

The tabulation shall be filed in the purchasing office for seven (7) years to be used
as evidence of competitive practices and serve as a source of information if
guestions do arise.

11.0 BID EVALUATION AND AWARD:

111

11.2

No Bids. If a situation occurs that no bids are received by Purchasing, the
purchasing manager shall:

1111 Review the specifications to insure that they are not overly restrictive
or unrealistic and after being duly authorized, re-issue the Invitation
to Bid with or without adjusted specifications.

11.21 If again bids are not received, the City may enter into a contract for
purchase of the item within forty-five (45) days of the second
advertisement thereof, in accordance with PA Act 1979-78.

Regardless of action, the purchasing manager shall document in
writing the steps taken and reasons for the action.

Other Situations.

11.2.1 Late Bids. Late bids, regardless of the circumstances, are unaccept-
able.
11.2.2 Tie Bids. Only on rare occasions are bids received from responsible

vendors for the same amount or unit price, with quality and service
being equal. In such instances, the following procedure for awarding
the contract will be followed:
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If one of the tie bids is a City vendor the contract shall be awarded to
that firm.

If two or more bidders are City vendors, or if no bidders are located
in the City, the award shall be made by drawing lots in a public
forum.

This tie bid procedure will only be followed when the tie bidders are
all responsible bidders and equal in quality and service, as well as
price.

Alternate Bids. By City policy, alternate bids are not encouraged. As
arule, if a bid is not responsive to the Invitation to Bid, it should be
rejected. However, if the alternate bid reflects the only product or
service the firm has to offer and if the bid is advantageous to the City
through lower cost for a quality item, the purchasing manager shall
consultwith the appropriate department director and the purchasing
committee prior to making the final recommendation. In all cases, the
purchasing manager shall:

Document the decision on accepting or rejecting an alternate bid with
reasons for the decision.

Be sure that all respondents to an invitation to Bid have received
opportunities equal to that of the alternate bidder.

Adjustments Due to Errors. If a mistake is discovered after opening,
only those deviations which do not give a bidder an unfair advantage
over his/her competitors will be permitted. These include, but are not
limited to multiplication errors in completing totals form, unit prices
(the unit price will prevail) and an obvious misplacement of decimal
points.

Withdrawal of Bids. If the bidder discovers an error after submittal,
but prior to opening, he/she will be permitted to make formal
changes or withdraw the bid before the bid opening without
revealing the bid amount.

A new sealed bid should be delivered in person or by mail, prior to
the deadline advertised in the legal notice.

A bidder to a construction contract may withdraw a bid from
consideration after the bid opening without forfeiture of the 10% bid

surety, if the bid was submitted in good faith and the bidder
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11.3

114

submits credible evidence that a clerical mistake or an unintentional
omission of a substantial quantity of work, labor, material or services
was made in direct compilation of the bid and the reason for the price
being substantially lower, as opposed to a judgment error.

Rejection of Bids. City Council or the Administration whichever applies, shall
have the authority to reject a single bid or all bids for reasons including but not
limited to the following circumstances

* Unreasonably high bid prices

* Late arrival

* Alternate bids

* Error corrections that would give an unfair advantage

* Suspicion of collusion among bidders

* Substantial non-conformance with bid specifications

* Failure of the bid to meet the criterion of being the lowest responsive and

responsible bidder

Bid Award.

1141 It is the policy of the City to make awards to the vendor who meets
the specifications for the items or services to be purchased at the
lowest cost. Factors such as delivery time, quality, operating and
maintenance costs, service, etc., as well as initial price, should be
taken into consideration in determining the lowest cost vendor.

11.4.2 The department director shall review all bids and make a recommen-
dation to the purchasing manager by completing the “Recommenda-
tion to Award Contract” form.

If the purchasing manager does not agree with the recommendation
of the department director, the award will be referred to the purchas-
ing committee for determination.

11.4.3 The Director of Finance shall review the recommendation to ensure
an award is compatible with the budget.

1144 The Managing Director shall approve all recommendations.
1145 The Mayor shall have final approval of contract under $50,000.

11.4.6 City Council shall award or reject all contracts exceeding $50,000.
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A purchase order shall be initiated after the contract award; however,
it shall not be issued until the contract documents have been
finalized.

The successful vendor after receiving the contract documents has ten
(10) working days to sign and return with the necessary bonds.

If the selected vendor fails to deliver a bond or items bid within the
time limits specified, the purchasing manager may choose to
recommend rescinding the award and re-advertise for bids. In such
event, the delinquent bidder shall be responsible for the costs of re-
bidding and the amount of any increase in the contract price thereby
resulting. The purchasing manager shall properly document the
action, the reasons for the action and retain the vendor bid surety not
as a penalty, but as liquidated damages for inability to comply with
the contractual agreement.

12.0 EFFECTIVE DATE:

This procedure is effective on the date of issue.
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1.0

ADMINISTRATIVE REGULATION

PURCHASING OF PROFESSIONAL SERVICES

PURPOSE:

The purpose of this regulation is to outline the process involved for preparing specifications,
letting of Request for Proposals (RFP's), awarding contracts and payment of bills for
professional services.

2.0

3.0

APPLICABLE TO:

All department directors.

POLICY:

3.1

3.2

3.3

3.4

For the purpose of this regulation the term “professional” is defined as those
persons or firms marketing services requiring advanced academic or technical
training skills. Examples of professional services include work done by the
following contractors but is not necessarily limited to these services:

* Accountants
* Architects
* Attorneys

* Bond Underwriters

* Engineers

* Insurance Consultants, Agents, and/or Brokers
* Investment Advisors

* Physicians

Professional service contracts are not to be confused with standard contracts
which seek a price or costs for particular work detailed in specifications.
Professional contracts seek expertise through an RFP and pricing or cost may not
be of “primary” importance.

A professional contract, while it is based upon work performed in response to task
specifications and the need for a finished product as outlined by the City and
agreed to by a contractor, itis one that by its very nature cannot be awarded solely
based upon the selection of the lowest bidder.

Factors other than price alone must be carefully weighed in the review of
proposals and the award of such contracts. These factors include the professional
gualifications/certifications, special skills, experience, and familiarity of the
contractor with the work requested, all of which have an impact on the quality of
the product/service to be delivered.
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40 PREPARING REQUESTS FOR PROPOSALS (RFP'S) FOR CONTRACTS GREATER

THAN $10,000.

41 When to prepare an RFP.

411

41.2

413

42 Howtowritean R

Unless otherwise determined by the Managing Director, any
purchase of professional service in amounts exceeding $10,000 must
be made by written contract and initiated by an RFP. Competitive
proposals increase the ability to fully evaluate both the benefit and
costs of the services being sought.

Notwithstanding any other provisions to the contrary if the Manag-
ing Director so determines, no RFP shall be required for an employee
engaged in providing professional services to the City who termi-
nates employment with the City and shall than be engaged as an
independent contractor. In addition, no RFP shall be required for an
independent contractor whose engagement terminates, if the
Managing Director desires to continue the engagement by the City.

Forall contracts expected to exceed $10,000 including these which are
multi-phased (e.g., feasibility study and design, person(s) designated
by the Managing Director shall prepare an RFP specifically for the
extent of the work effort that can be defined at that particular time.
The RFP should solicit information pertaining to the contractor's
gualifications and costs (including appropriate hourly rates, etc.) for
as many phases as appropriate. Costs and qualification information
should then be utilized to select the contractor. For any subsequent
phases of the contract that have not been specifically defined in the
initial RFP, a new RFP should be drafted and circulated to secure
competitive proposals from interested contractors.

FP:

The Request for Proposal shall clearly describe the desired services and may include, but
not be limited to, the following information:

* General background information pertinent to the requested services.

* Nature and scope of requested services including minimum tasks and activities
to be performed together with prescribed completion schedule.
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5.0

6.0

* Methodology and technical approach to be used in accomplishing the
requested work.

* Description of reports required.

* Documentation of qualifications and experience in similar work and
resumes of staff members to be assigned to the engagement.

* Compensation information including detailed cost information itemizing
hours and rates of each class of staff to be utilized, and out-of-pocket
expenses such as travel, telephone, publication and duplication.

* Estimated utilization of City resources necessary to complete the
engagements.
* Information as to the City's evaluation and selection process.

* Minority Business Enterprise (MBE)/Woman Business Enterprise (WBE)
participation.

CONTRACTS LESS THAN $10,000:

5.1

5.2

5.3

The department director or person designated by Managing Director to handle the
assignment, shall request written proposals from at least three (3) firms. Proposals
shall include the fee either in the form of a unit cost and/or total maximum cost
to be charged. After analysis, a written report and recommendation shall be
presented to the purchasing manager, Director of Finance and Managing Director
for final approval.

If requested, unsuccessful firms shall be given an explanation as to the reasons for
the selection.

The department director should take precautions to project the total cost of
professional service contracts that are multi-phased. An RFP must be prepared for
those multiphased contracts, the total cost of which could exceed $10,000.

THE PURCHASING MANAGER’S RESPONSIBILITY:

For purposes of consistency, the purchasing manager shall be appointed to all
committees designated to prepare RFP's, review all documents prior to issuance and
evaluate submissions.

The Managing Director shall authorize the advertising for professional services by the
purchasing manager, who will advertise in local newspapers of general circulation,
regional metropolitan. newspapers and trade journals, if applicable.
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The advertisement shall give notice that an RFP is available for review by
interested firms. Basic information describing the requested services, where the
document can be obtained and the deadline and location for submission shall be
included.

At the discretion of the purchasing manager or designated project administrator
a pre-proposal conference may be held with all interested firms to clarify any
guestions.

7.0 SELECTION OF PROFESSIONAL SERVICE CONTACTS GREATER THAN $10,000

7.1 The proposals of those firms responding to an RFP are reviewed by a selection
committee designated by the Managing Director.

7.1.1 The selection committee shall consist of the purchasing manager, the
department director and at least one other designated person.

7.1.2 The selection process shall be based on the objective criteria con-
tained in the RFP (Section 4.2) and not necessarily on the lowest bid.
Examples of the evaluation criteriainclude: size and experience of the
firm on similar projects, client references, demonstrable understand-
ing of the requested work, the ability and/or commitment to meet the
prescribed completion schedule, and the cost estimates.

7.1.3 The selection committee shall, according to the level of importance,
determine a maximum number of points attainable for each criteria.
The committee members shall independently evaluate each firm
being considered and assign points accordingly.

7.14 The recommendation of the selection committee shall be to the firm
with highest total points.

7.15 The selection committee has the responsibility to negotiate the most
favorable cost, terms and conditions to the City of Reading. The
negotiating process may involve one or more RFP responses, and
may continue until the actual award of the contract.

7.1.6 A meeting with the selection committee will be available for a firm
who is dissatisfied after not being recommended for award of the
contract.

7.2  The selection committee shall submit a written report on the process and its
recommendation, to be reviewed with the Managing Director and the Director of
Finance.
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8.0

9.0

7.3  Prior to formal acceptance, the RFP and the proposal shall be submitted to the
solicitor's staff for review.

7.4 The Managing Director and the selection committee will prepare a recommenda-
tion for the Mayor to present to City Council for final approval where such
approval is required by the Charter or by the Administrative Code.

7.5 The Managing Director shall advise the purchasing manager to formally notify the
successful firm.

RENEWAL OF PROFESSIONAL SERVICE CONTRACTS:

The City shall have the option to renew a professional services contract for one (1) year
beyond the established contract period, based upon a continuation of the current contract
price or the re-negotiation of a new price.

EFFECTIVE DATE

This regulation is effective on date of issue.
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ADMINISTRATIVE REGULATION

PETTY CASH FUNDS

1.0 PURPOSE:

The purpose of this regulation is to establish policy for the use of petty cash funds and
to establish procedure for replenishing these funds. This regulation shall not conflict
with Section 135.07 of the Codified Ordinances of the City of Reading or any of its
amendments.

20 APPLICABLE TO:

All departments of the City of Reading.

3.0 GENERAL POLICY:

3.1

3.2

3.3

3.4

35

Petty cash funds exist to permit departments to reimburse employees for
incidental purchases. Petty cash is strictly for the purpose of reimbursing
employees for cut-of-pocket business expenses. There will be no petty cash
advances.

Petty cash funds shall not be used to pay invoices. All invoices shall be paid
through the accounts payable system.

A single petty cash purchase shall not exceed fifty ($50) dollars. At no time shall
expenditures be fragmented to stay within the fifty ($50) dollar limit.

Department directors approving petty cash expenditures shall keep in mind that
the City may pay higher prices by purchasing items through a number of small
petty cash expenditures, rather than through a single bulk purchase via purchas-

ing.

Items such as office supplies that are available from the purchasing office shall not
at any time be purchased with petty cash funds.

Petty cash shall not be used as a substitute to the Emergency Purchase Procedure.

All petty cash vouchers must have valid vendor receipts attached for the exact

amount to be reimbursed. For mileage reimbursement, the travel expense report

form must be used. department directors shall not approve petty cash vouchers

without proper receipts and shall inform employees that reimbursement will not

occur if the proper procedure is not followed. Employees should be aware that the

City is exempt from Pennsylvania sales tax, and that such tax should not be paid.
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3.6 A brief statement justifying the petty cash expenditure shall be included on the
petty cash voucher or petty cash ledger form. Petty cash expenditures shall be
charged to the correct budget account number.

4.0 PETTY CASHFUNDS:

The Director of Finance shall authorize the location and amount of petty cash funds. The
following offices maintain petty cash funds for the personnel in their offices:

* Treasurer’s office for all City Hall departments and divisions unless listed below:
* Highways

* Municipal Garage

* Parks & Public Property

* Police

* Sewage Treatment

* Water Storeyard

5.0 RESPONSIBILITY FOR PETTY CASH FUNDS:

A specific employee, designated as custodian, shall be assigned to each petty cash fund.
The custodian is responsible for the accurate accounting and control of the Department’s
fund, including following the procedure to replenish the petty cash funds.

The City Auditor shall be responsible for the periodic review of petty cash purchases
and, when appropriate, make recommendations to department directors as to what
purchases could be directed through the purchasing office.

6.0 PETTY CASHFUND PROCEDURES:

6.1 Reimbursementof Employee. The employee shall make a petty cash purchase with
his/her own money. The employee shall be reimbursed the same day or the
following work day by following the proper petty cash procedure:

1. The employee shall first obtain permission from her/his immediate
supervisor to purchase the required items or services. Any questionable
petty cash expenditures shall be cleared with the department director before
making the purchase.

2. The employee shall purchase the items or services from a vendor at a
reasonable price. The purchasing office may assist in selecting a vendor.
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3. For those offices that maintain a petty cash fund, the employee shall
submit his/her receipt, which has been signed by the immediate
supervisor to the custodian for reimbursement from the petty cash
fund.

4. For those offices that do not maintain a petty cash fund, the signed
receipt shall be presented to the City Auditor's office where a petty
cash voucher will be prepared in duplicate and the proper code
assigned.

The Auditor's office shall retain the duplicate copy of the voucher for
audit purposes. The employee shall submit the original with the
attached receipt to the City Treasurer for reimbursement.

The employee signature on the voucher acknowledges only receipt of
the money, not responsibility for the purchase.

5. The employee shall submit the original with the necessary receipt
attached to the custodian for reimbursement.

6.2 Replenishing the Petty Cash Fund Other than City Treasurer. The custodian of the

petty cash fund, shall replenish the fund as needed through the Accounts Payable
system.

1.

The custodian shall check the Y-T-D Detail Statement of Accounts report to
verify that the account being charged for the petty cash funds has a
sufficient balance.

The custodian shall complete an Authorization to Reimburse Petty Cash
Fund form.

The custodian shall confirm accuracy of information, verify that there are
sufficient funds in account, and submit to Accounts payable for processing.

City accountant shall confirm accuracy of information, verify that there are
sufficient funds in account, and submit to Accounts Payable for processing.

Accounting shall retain and file the original copy of the reimbursement
form, the petty cash voucher and receipts.

Accounts payable shall process the forms and generate a check payable to
the office as a reimbursement to the respective petty cash fund, treating the
reimbursement as a payment to a vendor.
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7.3 Replenishing the City Treasurer Petty Cash Fund. The City Treasurer shall
replenish the fund on a monthly basis through the Accounts Payable system.

1. On a monthly basis, the City Treasurer shall segregate all petty cash
vouchers by fund and submit to the city accountant for reimbursement.

2. The accounting office shall confirm the accuracy of the information,
breakdown the expenditures by line item, verify that sufficient funds are in
the accounts, and submit the vouchers and an Accounts Payable Approval
form to Accounts Payable for processing.

3. Accounts shall generate a check payable to the City Treasurer as reimburse-
ment.

8.0 EFFECTIVE DATE:

This regulation is effective on the date of issue.
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I. Boards and Commissions.
81-199.01. Membership.
1. The establishment of boards and commissions/councils shall be as provided in the

Charter in §1001%, "Establishment," with the exception of the Board of Ethics established
in Charter §1201(3)%, "Board of Ethics."

S'Editor’s Note: §1001 of the Charter provides:
§1001. Establishment.
1. By Ordinance.

A. City Council shall encourage the participation of citizens in their government through the establishment
of boards, and commissions to carry out city business. Such boards, and commissions shall be
established by ordinance including a clear statement of whether they shall be advisory in nature or they
shall have power and authority under City ordinance or State or Federal code.

B. City Council may not change the powers or authority of any board or commission except by ordinance.

C. City Council may by ordinance abolish any board or commission not established by State or Federal
mandate or by this Charter.

S2Editor’s Note: §1201(3) of the Charter provides:

3. Board of Ethics. The Mayor, with the approval of City Council, shall establish an independent Board of Ethics
consisting of five City residents holding terms of 3 years, to administer and enforce the conflict of interest
provision this Section of this Charter and the prohibition sections of this Charter. No member of the Board
may hold elective or City office under the City or any other government or hold any political party office.
Insofar as possible under state law, the Mayor shall authorize the Board to issue binding opinions, conduct
investigations on its own initiative and on referral or complaint, refer cases for prosecution, impose
administrative fines, and to consult with independent counsel. City Council shall appropriate sufficient funds
to the Board of Ethics to enable it to perform the duties assigned to it. Members of the Board of Ethics may be
removed by the Mayor with the consent of City Council.
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2.

Membership on boards and commissions shall be as provided in the Charter §1002%,
"Membership," with the exception of the Board of Ethics, whose membership is
appointed according to §1201(3)*, "Board of Ethics."

A member of any board or commission may be removed by the appointing authority for
cause.

The members of any board or commission shall serve without compensation except as
otherwise provided by law, the Charter or ordinance. Members may be reimbursed for
reasonable expenses incurred in the performance of their duties.

The terms of no more than a simple majority of the membership shall expire during the
same calendar year.

(Ord. 17-1996, 6/24/1996, §9.01)

81-199.02. Organization.

Editor’s Note: §1002 of the Charter provides:

§1002. Membership.

1.

Appointments. City Council shall approve all appointments for each board and commission. Broad citizen
participation shall be encouraged in recruiting appointees and making appointments. No appointee of any
board or commission shall hold any other elected public office or any compensated position for the City.

Vacancies. Any vacancy caused by death or resignation shall be filled promptly pursuant to the procedure
set forth in 8309(B). The person so appointed shall serve for the unexpired term of the person vacating such
position.

Qualifications. As a general rule, members of boards and commissions shall be residents of the City. At the
discretion of Council, persons not residents of the City, but who have a significant property or business
interest in the City, may be selected to serve. No person may concurrently serve on more than one authority,
board or commission.

¥Editor’s Note: §1201(3) of the Charter provides:

3.

Board of Ethics. The Mayor, with the approval of City Council, shall establish an independent Board of Ethics
consisting of five City residents holding terms of 3 years, to administer and enforce the conflict of interest
provision this Section of this Charter and the prohibition sections of this Charter. No member of the Board
may hold elective or City office under the City or any other government or hold any political party office.
Insofar as possible under state law, the Mayor shall authorize the Board to issue binding opinions, conduct
investigations on its own initiative and on referral or complaint, refer cases for prosecution, impose
administrative fines, and to consult with independent counsel. City Council shall appropriate sufficient funds
to the Board of Ethics to enable it to perform the duties assigned to it. Members of the Board of Ethics may be
removed by the Mayor with the consent of City Council.
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Each board or commission shall provide for rules and regulations governing its
operation. Such rulesand regulations shall provide for the keeping of records pertaining
to its duties, the conduct of meetings and public hearings and a periodic reporting to the
residents of the City, the Mayor and Council. All such rules and regulations shall be
approved by Mayor and Council.

The managing director shall assign an appropriate unit of the administrative service for
the staff liaison to each board or commission.

(Ord. 17-1996, 6/24/1996, §9.02)

81-199.03. Boards and Commissions/Councils.

Board of Ethics; Function. The Charter, §1201(3)® establishes this Board, its member-
ship and its function. All complaints submitted to this Board must be in writing and
notarized. See 81-199.12 of this Administrative Code for the Code of Ethics.

Board of Health; Function. This Board reviews and decides upon requests from the
property maintenance inspection and building inspectors to demolish unsafe structures.

Board of Appeals Fire Codes; Function. To hear and decide appeals as a result of the
determination of the Fire Marshal on fire codes. Membership of this Board is determined
by the BOCA National Fire Prevention Code/1990 [Chapter 5, Part 3].

Electrical Examining Board; Function. To determine the fitness of applicants for licenses
and to investigate and report on all proposed suspensions or revocations of licenses, and
to administer tests and investigate complaints against license holders.

Plumbing Board, Examiners/Standards; Function. To determine the fitness of
applicants for licenses and to investigate and report on all proposed suspensions or

Editor’s Note: §1201(3) of the Charter provides:

§1201. Conflict of Interest and Code of Ethics.

3.

Board of Ethics. The Mayor, with the approval of City Council, shall establish an independent Board of Ethics
consisting of five City residents holding terms of 3 years, to administer and enforce the conflict of interest
provision this Section of this Charter and the prohibition sections of this Charter. No member of the Board
may hold elective or City office under the City or any other government or hold any political party office.
Insofar as possible under state law, the Mayor shall authorize the Board to issue binding opinions, conduct
investigations on its own initiative and on referral or complaint, refer cases for prosecution, impose
administrative fines, and to consult with independent counsel. City Council shall appropriate sufficient funds
to the Board of Ethics to enable it to perform the duties assigned to it. Members of the Board of Ethics may be
removed by the Mayor with the consent of City Council.
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10.

11.

12.

13.

14.

15.

16.

revocations of licenses, and to administer tests and investigate complaints against license
holders.

Zoning Hearing Board; Function. To hear and decide appeals from determinations of
Zoning Administrator on variances, special use permits and all other matters placed
under its review.

Police Civil Service Board; Function. To test for and compile initial hiring and
promotion lists for the Police Department.

Fire Civil Service Board; Function. To test for and compile initial hiring and promotion
lists for the Fire Department.

Board of Historical Architectural Review; Function. To exercise the functions, duties,
responsibilities, and activities set forth in the City Historic District Ordinance [Chapter
4, Part 1].

Firemen's Pension Fund; Function. To register all members and to administer the
collection and distribution of the fund and to make reasonable rules and regulations
necessary to effectuate the provisions of the law.

Officers and Employees Retirement Board; Function. To register all members and to
administer the collection and distribution of the fund and to make reasonable rules and
regulations necessary to effectuate the provisions of the law.

Police Pension Fund Association Board; Function. To register all members and to
administer the collection and distribution of the fund and to make reasonable rules and
regulations necessary to effectuate the provision of the law.

Board of Trustees of the Reading Public Library; Function. To serve all residents of the
City of Reading and the County of Berks by providing high demand library materials
(fiction and nonfiction) in a variety of formats needed resources for life-long learning
and the needs of elementary and high school students, current information, and a strong
support for culture and local history.

Reading-Berks Human Relations Council; Function. To lessen and where possible end
discrimination in Berks County through investigation, reconciliation and referral.

Commission on Human Relations; Function. To prohibit discrimination in housing,
employment, and public accommodations in accordance with the terms of the City’s
Human Relations Ordinance [Part 5C].

Park and Recreation Advisory Council; Function. To suggest new ideas and methods
and to help with grant applications.
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19.

20.

21.
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Penn Square Commission; Function. To maintain and supervise the use of Penn
Square, Market Square, Cedar Street Park, and the Courtyard | and II.

Municipal Memorial Stadium Commission; Function. To promote the City and
baseball and to be a liaison between the Reading Phillies and the City and to meet with
other organizations who are interested in renting the stadium for charitable or profitable
events.

Shade Tree Commission; Function. The regulation, maintenance and promotion of
shade trees in the City.

Planning Commission; Function. To exercise the functions, duties, responsibilities, and
administrative activities and powers as prescribed by the Pennsylvania Municipalities
Planning Code (Act 247 of 1968, as amended by Act 170 of 1988, as further amended by
Act 208 of 1990 and Act 131 of 1992), 53 P.S. 810101 et seq.

Vacant Property Review Committee; Function. [Reserved.]

(Ord. 17-1996, 6/24/1996, §9.03)

81-199.04. Authorities.

Authorities are established according to the Municipality Authority Act of 1945, 53 P.S. 8301
et seq., or similar legislation.

A. Reading Regional Airport Authority; Function. Planning, maintaining and
operating Reading Regional Airport.

B. Reading Parking Authority; Function. To build, manage, supply and supervise
parking facilities within the and maintain these facilities as clean, safe, convenient,
accessible, and reasonably priced.

C. Reading Housing Authority; Function. To provide decent, safe and sanitary
housing.

D. Reading Redevelopment Authority; Function. To promote elimination of
blighted areas by declaring acquisition, sound replanning and redevelopment of
such areas for the promotion of health, safety, convenience and welfare.

E. Reading Water Authority; Function. Acquire, hold, construct, improve, maintain,
operate, own and lease, either in the capacity of lessor or lessee, water mains,
water systems or parts thereof and water treatment works.

F. Berks Area Reading Transportation Authority (BARTA); Function. [Reserved.]
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G. Reading Downtown Improvement District. It is the intent of the Council of the
City of Reading to organize a downtown business improvement district authority
pursuant to the provisions of the Municipality Authorities Act of 1945, P.L. 382,
as amended (the “Act”). The authority shall be created for the purpose of making
business improvements and providing administrative services, as these terms are
defined in the Act, to the central business district of the City of Reading.

(Ord. 17-1996, 6/24/1996, §89.04, 9.05; as amended by Ord. 14-2001, 5/29/2001)
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J. Code of Ethics.

§1-199.11. Declaration of Policy.

1.

The proper operation of democratic government requires that public officials and
employees be independent, impartial and responsible to the people; that government
decisions and policy be made in the proper channels of governmental structure; that
public office not be used for personal gain; and that the public have confidence in the
integrity of its government.

Each official or employee of the City must be constantly on guard against conflicts of
interest. No official or employee should be involved in any activity which might be seen
as conflicting with his/her responsibilities to the City. The people of Reading have a
right to expect that their representatives act with independence and fairness towards all
groups and not favor a few individuals or themselves.

The following principles, although not representing substantive rights, are fundamental
driving forces for officials and employees of the City of Reading in everything they do.'

A.  Public Office as a Public Trust. Public servants should treat their office as a public
trust, only using the powers and resources of public office to advance public
interests, and not to attain personal benefits or pursue any other private interest
incompatible with the public good.

B.  Independent Objective Judgment. Public servants should employ independent
objective judgment in performing their duties, deciding all matters on the merits,
free from avoidable conflicts of interest and both real and apparent improper
influences.

C.  Accountability. Public servants should honor and respect the principles and spirit
of representative democracy and set a positive example of good citizenship by
scrupulously observing the letter and spirit of laws and rules.

D.  Democratic Leadership. Public servants should honor and respect the principles
and spirit of representative democracy and set a positive example of good
citizenship by scrupulously observing the letter and spirit of laws and rules.

E.  Respectability and Fitness for Public Office. Public servants should safeguard
public confidence in the integrity of government by being honest, fair, caring and
respectful and by avoiding conduct creating the appearance of impropriety or
which is otherwise unbefitting a public official. In recognition of these aforemen-
tioned goals and principles, there is hereby established a Code of Ethics to be
administered by the Board of Ethics. The purpose of this Code is to establish

! Josephson Institute for the Advancement of Ethics, Preserving the Public Trust, 1990.
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ethical standards of conduct for all officials and employees of the City of Reading,
its agencies and authorities, whether elected or appointed, paid or unpaid, by
providing guidelines to clarify actions or inactions which are incompatible with
the best interests of the City and by directing disclosure of private, financial or
other interests in matters affecting the City. The provisions and purpose of this
Code and such rules, regulations, opinions and disciplinary decisions as may be
promulgated by the Board pursuant hereto, and under provisions of Article XII of
the Charter, are hereby declared to be in the best interest of the City.

(Ord. 34-2005,5/9/2005, §1)

§1-199.12. Board of Ethics.

1. Reference is made to §1201(3) of the Charter of the City of Reading.

A.  Composition and Structure of Board.

1)

(3)

(5)

Composition. The Board established under §1201 of the City of Reading
Home Rule Charter shall be composed of five residents of the City of
Reading.

Terms of Service. Members of the Board shall serve for terms of 3 years,
except that members shall continue to serve until their successors are
appointed and qualified. The terms of the initial members shall be stag-
gered, with one member serving a term of 1 year, two members serving for
2 years, and two members serving for 3 years.

Vacancy. Anindividual appointed to fill a vacancy occurring other than by
the expiration of a term of office shall be appointed for the unexpired term
of the member he/she succeeds and is eligible for appointment thereafter
according to the terms herein.

Election of Chairperson and Vice Chairperson. The Board shall elect a
chairperson and a vice chairperson annually at a meeting held in July of
each year. The vice chairperson shall act as chairperson in the absence of the
chairperson or in the event of a vacancy in that position.

Quorum. A majority of the members of the Board shall constitute a quorum
and, except as provided in §1-199.19.3 and .4, the votes of a majority of the
members present are required for any action or recommendation of the
Board.

Staff. The Board shall appoint a solicitor, a secretary and such other staff as
may be deemed necessary. The solicitor, secretary and such other staff as
maybe necessarily appointed need not be members of the Board.
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(7)  Meetings. The Board shall meet at the call of the chairperson or at the call
of a majority of its members.

(8) Investigative Officer. The Board shall appoint an investigating officer as
set forth herein. The Board shall, from time to time, determine an amount
to be paid as reasonable compensation to the investigating officer as
payment for such services. The investigative officer shall be a member in
good standing of the Berks County Bar and shall have so been for at least 5
years. The investigative officer need not be a resident of the City of Reading
and shall not be a Board member. The investigating officer is authorized to
retain the services of investigators and may only delegate non-discretionary
functions.

2. Powers and Duties. The powers and the duties of the Board of Ethics may be summa-
rized as follows:

A.  Giveadvice as to the application of the ethics provisions of the Charter of the City
of Reading and this Code of Ethics.

B.  Receive and dispose of complaints of violations of the ethics provisions of the
Charter and Code of Ethics, and exercise discretion in declining to pursue an
investigation if such a course would be in the best interest of the citizens of the
City of Reading or where the activity complained of amounts to no more than a de
minimis violation.

C.  Appoint an investigating officer to conduct investigations and to issue findings
reports where appropriate.

D. Hold hearings, issue subpoenas and compel the attendance of witnesses,
administer oaths, take testimony, require evidence on any matter under investiga-
tion before the Board, and issue orders including, but not limited to, those related
to adjudications and penalties.

E.  Conduct educational programs to promote the ethical conduct of public officials,
City employees, and individuals and groups doing business with the City.

F. Adopt rules and regulations to administer, implement, enforce and interpret the
Code of Ethics.
G.  Annually review the statements of financial interest filed pursuant to §1-199.14 of
the Code.
3. Prohibitions. Due to their special position, Board members have a higher duty than other

public officials to avoid conflicts of interest. Respect for the Code can be maintained only
if members are models of ethical behavior. The prohibitions in this section are in addition
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to the duties, responsibilities or obligations imposed upon the Board members as public
officials under other provisions of the Code.

A.  No member may hold or campaign for any other public office.

B. No member may hold office in any political party or political organization or
political committee.

C.  No member may hold a position of employment or appointment with any
municipal government or any board or commission formed by the City of Reading.

D.  Nomember may actively participate in or contribute to any political campaign in
the City of Reading for a candidate running for or from the office of the Mayor,
President of Council, Council Member, or Auditor. This does not abridge the right
of a member to vote or attend a debate, speech or similar event that is held
primarily for the purpose of communicating a candidate's platform or position on
issues of public concern.

E.  No member shall receive compensation but shall be reimbursed by the City for
documented expenses actually incurred.

4. Preservation. Complaints and proceedings pending before the Board at the time this
Code is adopted shall be preserved insofar as they are consistent with recent orders of
the Court of Common Pleas of Berks County. The Board shall take any and all steps
necessary to adjudicate all pending complaints so as to comply with said orders,
including the establishment of a committee of Board members not previously involved
in the disposition of said complaints to adjudicate and dispose of the same. Said
committee shall consist of at least three Board members and shall act with the authority
of the Board in adjudicating said complaints and instituting penalties and restitution
where applicable.

(Ord. 34-2005,5/9/2005, §2)

§1-199.13. Definitions.

For purposes of this Code, the following terms shall have the following definitions. All other
words and phrases shall have their normal meaning unless further defined herein:

APPEARANCE OF IMPROPRIETY - the perception that wrong-doing or misconduct
may have occurred. When a reasonable person could reasonably believe that improper

actions have taken or are taking place.

BOARD - the Board of Ethics of the City of Reading.
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CANDIDATE - any individual who seeks nomination or election to public office
normally decided by vote of the electorate, whether such individual is elected by the
electorate or is appointed.

CHARTER - City of Reading Home Rule Charter.
CODE - City of Reading Code of Ethics.

CONFLICT OF INTEREST - situation(s) or potential situation(s) in which a public
official or employee uses or may use his/her office or employment for the private gain
for himself/herself, a member of his/her immediate family or a business of any type
with which he/she or a member of his/her immediate family has a material interest.

ELECTED OFFICIAL - an official elected or appointed to fill a position normally filled
by election.

EMPLOYEE - any individual receiving salary or wages from the City of Reading.

IMMEDIATE FAMILY - a parent, spouse, living partner, child, brother or sister, natural
or adopted.

MATERIAL INTEREST - direct or indirect ownership of more than 5% of the total assets
or capital stock of any business entity.

OFFICER - investigating officer appointed by the Board to oversee the investigative
procedures on behalf of the Board. The investigating officer need not be a Board member
and may be compensated as any other member of the staff.

OFFICIAL - any elected or appointed paid or unpaid member of the government of the
City of Reading.

POLITICAL ACTIVITY - any activity which promotes the candidacy of any individual
seeking elective office, or the advocacy of any political party or position including, but
not limited to, the circulation of election petitions and the sale or distribution of fund
raising items or tickets.

PRIVATE GAIN - of personal benefit, whether economic, social, or otherwise.

VIOLATION - a violation is any activity that is restricted by the ethics provisions of the
Charter and/or the Code.

(Ord. 34-2005,5/9/2005, §3)

§1-199.14. Statement of Financial Interests.
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Any official or employee of the City or authorities or boards with decision-making authority
shall file with the City Clerk a Statement of Financial Interests for the preceding calendar year
by May 1 of each year, as defined by the State Code of Ethics. Any individual appointed to such
a position after May 1 has 15 working days to file the Statement of Financial Interest. All
statements must be made available for public inspection and copying at an amount not to
exceed actual costs.

(Ord. 34-2005,5/9/2005, §4)

§1-199.15. Disclosure of Confidential Information.

1. City employees and officials often have access to important non-public information
regarding the property, operations, policies or affairs of the City. Such information may
concern, among other things, employees and officials, real estate transactions, expansion
of public facilities, or other City projects. Using or furnishing information that would
place employees or recipients in an advantageous position over the general public
constitutes a violation of public trust. Anyone who is privy to confidential information
may not disclose that information to any private citizen and should disclose it to other
public employees only if appropriate and in the normal course of their duties as
employees or officials of the City of Reading.

2. Should an official or employee find himself/herself in any direct or indirect financial
interest with any person or other entity proposing to contract with the City that
individual must fully disclose said interest and refrain from voting upon or otherwise
participating in the transaction or the making of such decision, contract or sale. Violation
of this Section shall render the contract voidable by the decision-making body or upon
review and authority of the Board of Ethics.

(Ord. 34-2005, 5/9,/2005, §5)

§1-199.16. Prohibited Behaviors.
1. Conflicts of Interest
A.  Employees and officials of the City may not bid on or have a material interest in:

(1)  The furnishing of any materials, supplies or services to be used in the work
of the City.

(2)  Contracts for the construction of any City facility.
(3)  The sale of any property to the City or the purchase of any property from

the City unless said property is offered to the general public at auction or by
competitive bid.
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Employees and officials of the City may not:

(1)  Use or attempt to use their official position to secure special privileges or
exemptions for themselves or others.

(2)  Accept employment or engage in any business or professional activity
which might reasonably be expected to require or induce the disclosure of
confidential information acquired by the public officer or employee by
reason of their official position.

(3)  Disclose to others, or use for personal benefit, any confidential information
gained by reason of an official position.

(4)  Accept other employment which might impair the independence or
judgment of the public officer or employee in the performance of public
duty.

(5)  Receive any compensation for official services to the City from any source
other than the City.

(6)  Transact any business in an official capacity with any other business entity
of which the public officer or employee is an officer, director, agent,
member, or owns a material interest.

(7)  Have personal investments in any enterprise which will create a substantial
conflict between any private interest and the public interest.

Outside Employment. City officials or employees may accept, have, or hold any
employment or contractual relationship with any individual, partnership,
association, corporation (profit or non-profit), utility or other organization,
whether public or private, but only if the employment or contractual relationship
does not constitute a conflict of interest or impair their efficiency.

Officials and employees shall not engage in conduct prohibited under §1201 (a) of
the Charter.

2. Solicitation/Acceptance of Gifts; Rebuttable Presumption.

A.

No official or employee shall accept gifts and other things of value in return for a
favorable decision or vote (City Charter, §1201 (a)). In all but de minimis cases,
gifts received must be publicly recorded and submitted to the City Clerk
specifying the date received, the name and address of the donor, and the value of
the gift. Under no circumstance shall officials or employees solicit gifts of any kind.
A gift having a value in excess of $25 may not be considered de minimis.
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B.  The term gift for the purposes of this Code means any gratuity, benefit, or any
other thing of value which is accepted by, paid for, or given to a City employee,
elected or appointed officials or by another on their behalf either directly or
indirectly without consideration of equal or greater value. The term gift may
include, byway of illustration and without limitation to, the following;:

(1)  Preferential rate or terms on a debt, loan, goods, or services which rate is
below the customary rate and is not either a government rate available to all
other similarly situated government employees or officials or a rate which
is available to similarly situated members of the public by virtue of
occupation, affiliation, age, religion, sex, or national origin.

(2)  Transportation, lodging, or parking.
(3)  Food or beverage, other than that consumed at a single sitting or event.
(4)  Membership dues.

C.  City employees or officials shall not solicit or accept gifts, either directly or
indirectly, from any person or entity doing business with or under regulation by
the City or from the agent or lobbyist of such person or entity except on behalf of
the City. The solicitation or acceptance of gifts shall create a rebuttable presump-
tion that the employee knew or should have known that such solicitation or
acceptance was based on an understanding that his/her official actions or
judgments would thereby be influenced.

Nepotism. Hiring a relative is a special type of a conflict of interest that should be
avoided. No public official or employee shall appoint, hire, advance or advocate the
appointing, hiring or advancing of a member of his/her immediate family or household
member to a City position, as provided in the City of Reading Personnel Code [Chapter
1, Part 2].

Whistle Blowing. Employees are expected to expose a violation of the Code of Ethics by
any employee or business entity with which the City is doing business if such a violation
creates a serious and specific danger to the public's health, safety or welfare.

Employees are expected to expose improper use of public office or any other abuse or
neglect on the part of a City employee or public official. An employee with knowledge
of actions or activities of ethical concern shall report them to the Board of Ethics. The
identity of the employee will be confidential information of the Board of Ethics until a
full investigation is initiated.

Retaliation against an employee who reports any violation, abuse or other improper
action is strictly prohibited. Any such action will be a violation of the Code of Ethics and
subject to the disciplinary and corrective action as ordered by the Board of Ethics.
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Use of City Property and Personnel. No personnel, equipment, supplies, facilities,
vehicles, or any other property of the City maybe used by employees or officials for
private use. It is improper and maybe unlawful for supervisors to use subordinates for
their personal benefit. Reference is made to the City of Reading Personnel Code [Chapter
1, Part 2].

Political Activities. Reference is hereby made to §§605(a) and 707 of the Charter and to
§1-208 of the City of Reading Personnel Code. Said provisions are incorporated herein
by reference and made a part hereof. The Board shall have jurisdiction over any matter
where the executive branch of the government or City Council of the City of Reading has
failed to take appropriate action in enforcing these provisions.

(Ord. 34-2005, 5/9,/2005, §6)

§1-199.17. Penalties; Restitution.

1.

Penalties. Upon any violation of the City provisions, including the undertaking of
wrongful acts as described above or in the City of Reading Home Rule Charter, any of
the following penalties shall be available to the Ethics Board for imposition:

A.  Admonition. In compliance with existing personnel practices, collective
bargaining agreements and/or statutes, a letter to the respondent, the Mayor, the
Managing Director, the Director of the Department in which the respondent is
employed, if any, and the complainant, if any, indicating that the respondent has
been found to have violated the City provisions.

B.  Public Censure. In compliance with existing personnel practices, collective
bargaining agreements and / or statutes, notification to the respondent, the Mayor,
the Managing Director, the Director of the Department in which the respondent
is employed, if any, and the complainant, if any, and the news media indicating
that a violation of the City provisions took place and that the Board strongly
disapproves of the actions of the public official or public employee.

C.  Recommendation to the Managing Director of Suspension, without compensa-
tion for a stated period of time not to exceed 30 days, in compliance with existing
personnel practices, collective bargaining agreements and/or statutes, with
notification to the respondent, the Mayor, the Managing Director, the Director of
the Department in which the respondentis employed, if any, and the complainant.
If any such suspension is not imposed by the City, a written explanation of such
decision shall be provided within 5 days to the Board.

D. Recommendation to the Managing Director of Termination in compliance with
existing personnel practices, collective bargaining agreements and/or statutes,
with notification going to the respondent, the Managing Director, the Mayor, the
Director of the Department in which is respondent is employed, if any, and the
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complainant, if any. If any such termination is not imposed by the City, a written
explanation of such decision shall be provided within 5 days to the Board.

Referral to the appropriate authorities for criminal prosecution in cases where a
violation of this Part is also a violation of Federal or State law.

Ineligibility for holding any office or position within the City for a period of up
to 5 years, as set forth in §1202 (b) of the Charter of the City of Reading.

Impose a fine, not to exceed $1,000 per violation.

Imposition of an administrative fine of not more than $1,000 to defray the actual
cost and expense of investigating any violation.

Any person who realizes financial gain by way of a violation of any provisions of
this Part, in addition to any other penalty provided by law or this Part, shall pay
into the Treasury of the City a sum of money up to the financial gain resulting
from the violation. The Board shall determine the amount of financial gain
realized.

Any public official, publicemployee, person, corporation, company or other entity
found to have participated in or benefitted from a violation of this Part, may be
barred from participating in business dealings with the City for a period of time
not to exceed 5 years, said period of time to be determined by the Board, in
addition to being subject to any other penalty (prescribed by this Part) deemed
appropriate by the Board.

2. Restitution; Other Penalties and Remedies. After finding that an individual has
violated any provision of the Charter or this Code within the jurisdiction of the Board as
provided for in this Code, the Board may take one or more of the following actions, if
appropriate, in addition to penalties described in subsection .1:

A.

Order the subject to make restitution to those incurring damage or injury as a
direct result of the actions of the subject that have been adjudicated as a violation
of the Code or Charter.

Order the subject to cease and desist from engaging in a particular activity that is
in violation of the Code, Charter, or any order issued by the Board.

Order the subject to take specified action to bring him/her into compliance with
Board directives.

Refer the matter for review or with specific recommendation for action to law
enforcement, regulatory or other authorities with jurisdiction of the matters.
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E.  Institute appropriate civil or equitable action to enforce the order and decision of
the Board.

F. Recommend to City Council the forfeiture of the office or position held by the
subject with the City and recommend that the subject be ineligible to hold any City
office or position for a period of up to 5 years following such decision.

(Ord. 34-2005,5/9/2005, §7)

§1-199.18. Advisory Opinions.

1.

Upon the written request of any public official or City employee, or without such request
should a majority of the Board deem it in the public interest, the Board of Ethics may
render advisory opinions concerning matters of governmental ethics, shall consider
questions as to ethical conduct, conflicts of interest and the application of ethical
standards set forth in this Part, and shall issue an advisory opinion in writing as to any
such question. The Board may in its discretion publish its advisory opinions with any
redactions necessary to prevent disclosure of the identity of the person who is the subject
of the opinion.

An advisory opinion may be used as a defense in any subsequent investigation or
prosecution, provided that the official or employee who sought the opinion did so in
good faith and only to the extent material facts were not misrepresented in the request
for the opinion.

(Ord. 34-2005,5/9/2005, §8)

§1-199.19. Complaint and Investigation Procedure.

1.

Who May File. Any person may file a complaint about alleged ethics violations of the
Reading Code of Ethics or the City Charter. In addition, the Board may initiate
proceedings. A person signing a complaint shall:

A.  Reasonably believe in the existence of facts upon which the claim is based.

B.  Reasonably believe that the complaint may be valid under the ethics provisions of
the Code of Ethics and the City Charter.

How to File. Complaints must be submitted on forms provided by the Board. The Board
shall make available this form upon request. The complaint shall state the name, job or
office held by the alleged violator and a description of the facts that are alleged to
constitute a violation. It must contain a notarized signature subject to the penalties of 18
Pa.C.S.A. §4904 relating to unsworn falsification to authorities. The Board shall establish
aseparate P.O. Box through which to receive complaints. This P.O. Box shall be generally
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accessible by the investigative officer and/or the secretary, provided that the secretary
is not a Board member.

3. Jurisdiction; Preliminary Investigation.

A.

Each complaint filed with the Board shall be immediately directed to and
preliminarily reviewed by an investigating officer appointed by the Board (the
"Officer") to determine whether the complaint falls within the jurisdiction of the
Board. The aforesaid determinations shall be made within 30 days of the filing of
the complaint. If the Officer determines that the Board does not have jurisdiction
over the matter underlying the complaint, the complainant will be notified and no
further action will be taken with regard to the complaint. If, however, the Officer
determines that the complaint falls within the jurisdiction of the Board, the Officer
shall authorize a preliminary investigation.

The preliminary investigation shall be initiated and accomplished at the sole
direction of the Officer. If the Officer, in his/her sole discretion, finds that the
violation(s), as alleged in the complaint, would, if proved, constitute a de minimis
infraction, he/she may decline to initiate a preliminary investigation and dismiss
the complaint, if to do so would be in the best interest of the citizens of the City of
Reading.

At the onset of the preliminary investigation, the Officer shall notify both the
complainant and the subject of the investigation of the filing of the complaint, the
nature of the same, and the initiation of a preliminary investigation.

The preliminary investigation shall be completed within 60 days of the Officer's
finding of jurisdiction.

If at any time during the preliminary investigation, an extension is necessary and
justified, the Officer shall have additional time in 30-day segments. The Officer
shall timely notify both the complainant and the subject of the investigation of
each such extension.

At the conclusion of the preliminary investigation, the Officer shall determine
whether there may exist facts to support the complaint. If the inquiry fails to
establish such facts, the Officer shall dismiss the complaint and notify both the
complainant and the subject of the complaint of the dismissal of the complaint. If,
however, at the conclusion of the preliminary investigation the Officer determines
that there may exist facts to support the complaint, the Officer shall authorize a full
investigation.

4. Full Investigation. If a preliminary investigation uncovers facts to support the
complaint, the Officer shall authorize a full investigation. The complainant and the
subject of the investigation shall be notified within 3 days of the initiation of a full
investigation and the subject shall be notified of the identity of the complainant. Until the
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investigationis concluded or terminated, the Officer will notify both the complainant and
the subject of the investigation of the status of the investigation at least every 90 days.
Within 180 days of the initiation of the full investigation, the Officer must either
terminate the investigation or issue a findings report to the subject.

Findings Report. The findings report shall set forth the pertinent findings of fact as
determined by the Officer. The Officer shall deliver the findings of fact to the complain-
ant and the subject of the investigation. The subject of the investigation may, within 30
days of the report, request an evidentiary hearing, unless an extension is obtained from
the Officer. When such a request is received by the Officer, the Officer shall immediately
notify the Board of the request for a hearing, and the names of the parties involved. The
Board shall upon receipt of such notice engage two attorneys: one to represent the facts
in support of the complaint; and one to advise the Board in matters related to the
evidentiary hearing. The Board solicitor shall not have any involvement in a particular
matter once the findings report has been issued.

Evidentiary Hearing.

A.  Timing. An evidentiary hearing must be held within 45 days of the filing of a
request for the same.

B.  Evidence. The subject of the investigation shall have reasonable access to any
evidence intended to be used at a hearing. The subject of the investigation shall
have the opportunity to be represented by counsel and to subpoena witnesses,
present evidence, cross examine witnesses against him /her, submit argument and
shall be entitled to exercise all rights of confrontation and the like afforded
him/her by the United States Constitution and the Pennsylvania Constitution.

C.  Closed Hearing. The hearing shall be closed to the public unless the subject
requests an open hearing in writing to the Board atleast 5 days before the hearing.

Decision by the Board; Final Order.

A.  Atthe conclusion of the evidentiary hearing, the Board will determine by majority
vote of those members presiding whether the evidence supports a finding that the
subject of the complaint violated provision(s) of either the Charter or the Code.

B.  Upon reaching a determination on the complaint, the Board shall issue a final
order. A copy of said final order shall be immediately delivered to both the
complainant and the subject of the complaint.

Petition for Reconsideration. A subject, having been found to have violated a provision
of the Charter or Code, may file a petition for reconsideration of the Board's decision.
Such petition shall be filed with the Board within 10 days of the day the Board issues its
final order.
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9. Protection of Complainant. No person may be penalized, nor any employee of the City
be discharged, suffer change in his/her official rank, grade or compensation, denied a
promotion, or threatened, for a good faith filing of a complaint with the Board, or
providing information or testifying in any Board proceeding.

(Ord. 34-2005,5/9/2005, §9)

§1-199.20. Confidentiality of Board Information.

All Board proceedings and records relating to an investigation are confidential until a final
determination is made by the Board, except as may be required to effect due process. The final
order shall become a public record once the subject has exhausted all appeal rights or has failed
to timely exercise such rights. All other file material shall remain confidential.

(Ord. 34-2005,5/9,/2005, §10)

§1-199.21. Wrongful Use of Board of Ethics.

The purpose of the Board of Ethics is to endeavor to maintain a high standard of ethical
behavior by City employees and officials. This will be most effective when City employees,
officials and citizens work together to set and maintain high ethical standards. Complaints
directed to the Board must be based on fact. Those filing complaints must have the intent to
improve the ethical climate of the City. Wrongful use of the Code is prohibited and those
individuals engaged in such conduct may be subject to penalties as set forth in §1-199.17.

Wrongful use of the Code of Ethics is defined as either:

A.  Filing an unfounded, frivolous or false complaint. A complaint is unfounded,
frivolous or false if it is filed in a grossly negligent manner without a basis in law
or fact and was made for a purpose other than reporting a violation of this Code.
A person has not filed a frivolous complaint if he/she reasonably believes that
facts exist to support the claim and either reasonably believes that under those
facts the complaint is valid under this Code or acts upon the advice of counsel
sought in good faith and given after full disclosure of all relevant facts within
his/her knowledge and information.

B.  Publicly disclosing or causing to be disclosed information regarding the status of
proceedings before the Board and facts underlying a complaint before the Board,

including the identity of persons involved and that a complaint has been filed.

(Ord. 34-2005,5/9/2005, §11)
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PART 2™

PERSONNEL CODE

A.  General Provisions.

§1-201. Conflict.

In the event any provisions of the Personnel Code shall be inconsistent with or conflict with
any provision of the Charter the provision of the Charter shall take precedence over this

Personnel Code.

(Ord. 18-1996, 6/24/1996, §1.01)

81-202. Director of the Department of Human Resources.

The Director of the Department of Human Resources responsibilities are specified in the
Administrative Code. In addition, he/she is responsible for the administration and
interpretation of this Personnel Code.

(Ord. 18-1996, 6/24/1996, §1.02)

81-203. Coverage and Exclusion.
1. Collective bargaining agreements and civil service regulations take precedence.
2. Allnonuniformed employees shall be governed by this Personnel Code contained herein

unless exempted by the Charter or noted herein.

3. Section 702(A) and (B) of the Charter stipulate career and exempt service.

"Employee Provisions - see Third Class City Code, §901 et seq., 53 P.S. §35901 et seq.
Power to Hire Employees - see Third Class City Code, §2403(2), 53 P.S. §37403(2).

Editor’s Note: §8701(A) and (B) of the Charter provides:
§702. Personnel System and Personnel Code.
Each elected official, officer and employee of the City shall be a member of either the career or exempt service.
A.  The exempt service shall consist of:
(1) All elected officials.

(2) The Managing Director and the City Solicitor.
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(Ord. 18-1996, 6/24/1996, §1.03)

81-204. Equal Employment Opportunity.

The City of Reading is firmly committed to ensuring equal employment opportunity for
all persons regardless of race, color, creed, ancestry, age, gender, sexual orientation,
political opinions or religious affiliations, or lawful activity in any employee organiza-
tion, national origin or disability.

The commitment to equal employment opportunity shall prevail in all employment
practices including recruiting, interviewing, hiring, promoting, and training. All matters
affecting pay, benefits, transfer, furloughs, education, tuition assistance and social and
recreational programs shall be administered consistent [with] these principals, as well
as with the Affirmative Action Plan, and with the spirit and intent of state and Federal
laws governing equal opportunity.

Any person believing that he/she is the subject of discrimination and/or harassment
may file a written complaint with the Director of Human Resources or his/her designee,
who shall immediately investigate the allegation(s) and determine the validity of the
complaint and take the appropriate measures, if any, required to resolve the matter.

(Ord. 18-1996, 6/24/1996, §1.04)

81-205. Nepotism.

(3) The heads of departments, offices, and agencies immediately under the direction and supervision of the
Managing Director.

(4) One clerk or secretary for each of the full-time elected City officials and the heads of each City
Department.

(5) The City Clerk.
(6) The members of authorities, boards, and commissions.
(7) Temporary, part-time, or seasonal employees.

All other officers and employees shall be members of the career service.
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No public official or public employee shall appoint, hire, advance or advocate the same of a
member of his/her direct family to a City position. No public official or public employee's
direct family member shall be appointed, hired or advanced to a position under the direct
supervision or control of the official or employee. Direct family is defined as spouse, parent,
parent-in-law, son, son-in-law, daughter, daughter-in-law, sister, sister-in-law, brother,
brother-in-law, grandparents and grandchildren or any step-relatives in any of the foregoing
categories. Relatives working within the same City department prior to July 1, 1997, shall not
be affected by this policy. In the event that a relationship listed is created between employees
within the same department, one of the said employees within 90 calendar days move to a
position outside of said department. Failure of such action will result in termination of one of
the employees based upon City policy and seniority. This policy shall not restrict the bidding
rights as contained in any of the City's collective bargaining agreements.

(Ord. 18-1996, 6/24/1996, §1.05; as amended by Ord. 19-1997, 8/25/1997)

§1-206. Conflict of Interest.

1. No employee shall engage in any business or transactions or shall have a financial or
other personal benefitting interest which is compatible with the proper discharge of
his/her official duties or would tend to impair his/her independence of judgment or
action in the performance of his/her duties.

2. Examples of conflicts are enumerated below for guidance however, employees are
referred to the City of Reading's Code of Ethics for further verification.

3. Accepting or soliciting gifts and favors, use of privilege information for personal or
financial gain, any use of official position for personal or financial gain, participation in
transactions as a City representative with a business entity in which he/she has a direct
or indirect financial or other personal interest and use of City property for personal
benefit.

4. Outside Employment. City employees may accept, have or hold any employment or
contractual relationship with any individual, partnership, association, corporation (profit
or nonprofit), utility or other organizations, whether public or private, but only if the
employment or contractual relationship does not constitute a conflict of interest or
impair their efficiency.

5. Use of City Equipment. No personnel, equipment, supplies, facilities, vehicles or any
other property of the City may be used by employees or officials for private use. It is
improper and may be unlawful for supervisors to use subordinates for personal benefit.
The use of the City's communication system including telephone and computer for
personal benefit or the transmission, display or reception of inappropriate material is a
violation of this policy and subject to disciplinary action.
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(Ord. 18-1996, 6/24/1996, §1.06; as amended by Ord. 19-1997, 8/25/1997)

81-207. Residency.

Section 706 of the Charter stipulates the residency requirement for department directors.
Section 4017 of the Charter stipulates residency requirement of the Managing Director. All
employees hired by the City of Reading following the effective date of this Personnel Code,
shall become residents of the City within 1 year of date of hire and shall remain so during their
period of employment with the City.

"Editor’s Note: §706 of the Charter provides:

§706. Compensation of Heads of Departments, Offices and Agencies.

The compensation of all heads of departments, offices and agencies under the direction of the Mayor shall be
proposed by the Mayor and approved by ordinance. Compensation of all other employees shall be setin accordance
with the uniform pay plan established by City Council in the Personnel Code. All such heads of departments, offices
and agencies need not be residents of the City at the time of appointment, but after appointment shall reside in the
City. City residency shall be required within 12 months of being appointed.

"Editor’s Note: 8401 of the Charter provides:

8401. Appointment; Qualifications; Compensation.

1.

Within 90 days of taking office, the Mayor, with the approval of City Council, shall appoint a Managing
Director for an indefinite term, subject to at least a biennial review, and fix the Managing Director's
compensation. The Managing Director need not be a resident of the City at the time of appointment, but after
appointment shall reside in the City. The Managing Director shall establish such City residency within 12
months of being appointed.

Any candidate for Managing Director shall:

A. Have a master's degree in public administration, business administration, or its equivalent, and have
at least 3 years experience at an executive or administrative level.

B. Have a bachelors degree in public administration, or its equivalent, and have at least 5 years of
experience at an executive or administrative level.

City Council may, by ordinance, establish additional qualifications for the position of Managing Director,
prior to advertisement for the hiring of the Managing Director.

In the event that the position of Managing Director cannot be filled by the Mayor, the Mayor may appoint a
temporary Managing Director for a period of time not to exceed 90 days. During this period of time, the
Mayor shall continue to use all available means to fill the position.

In the event the Mayor has not filled the position of Managing Director within 180 days of taking office, City
Council shall, within 90 days thereafter, hire a Managing Director. Any person hired by City Council shall

hold the qualifications for said position prescribed by this Charter. The Mayor shall not have the power of veto
over any candidate hired by City Council in accordance with the provisions of this Charter.

1-178 Page Revised 4/22/2002

Back

Next



Home

(1, PART 2)

(Ord. 18-1996, 6/24/1996, §1.07)

§1-208. Political Activity.
Section 707. Political Activity.”

All employees are prohibited from engaging in any form of political activity during regular work hours
and are prohibited from using city facilities or property for any political activity. Violation of this
section will warrant discharge or other discipline under the provisions of the Personnel Code. See
Charter Section 707.

(Ord. 18-1996, 6/24/1996, §1.08)

81-209. Hostile Work Environment.

1. All employees have the right to work in an environment free from discrimination and
any form of harassment based on race, religion, color, sex, age, marital status, national
origin or disability.

2. To ensure that no employee fees that they are subject to harassment, the City also
prohibits any offensive physical written or spoken conduct regarding any of these
subjects. Such conduct may constitute harassment when engaged in by someone in the
City in a position to influence employment decisions or other employees. A continued
action by an employee or supervisor towards another employee of harassment may
result in the creation of a hostile working environment.

3. Ethnic slurs, derogatory remarks about older individuals and sexual innuendos can
interfere with an employee's work performance by creating a hostile and offensive
working environment. These actions of discriminatory intimidation, ridicule and insult
alter the conditions of employment. The examples of such behavior can also include
racial slurs, ethnic jokes, English-only rules, lewd photographs and disparaging remarks
aimed at a protected group.

4. An important value of this Administration is to treat all employees with respect and
dignity on a consistent basis. It is the responsibility of the management/supervisory
team to ensure a safe, productive and positive work place exists. The City will notin any
way condone or tolerate conditions of harassment or the creation of a hostile working
environment for any employee.

(Ord. 18-1996, 6/24/1996, §1.09; as amended by Ord. 27-1996, 9/9/1996, §1)

Editor's Note: The provisions of the Charter are set forth in italics.
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81-210. Charter Effect on Employees.

See §1307 of the Charter.™

(Ord. 18-1996, 6/24/1996, §1.10)

81-211. Drug Free Workplace.

The City hereby establishes and reiterates the policies contained in the Drug Free Workplace
Act and the implementation thereof through an employee assistance provider in order to
inform employees about the danger of drug abuse in the workplace and the City policy of
maintaining a drug free workplace.

(Ord. 18-1996, 6/24/1996, §1.11)

81-212. Smoking Policy.

In compliance with the Clean Indoor Air Act (810.1 as amended February 25, 1992 of the Fire
and Panic Act, Act of 1927, P.L. 465, No. 299), 53 P.S. §1230.1 et seq., the City has established
that all buildings are to be smoke free. Certain areas outside buildings may be designated as
smoking and non-smoking areas for City employees. Such areas will be posted accordingly.
All employees are required to comply with the requirements of the posted designation.

Editor’s Note: §1307 of the Charter provides:

§1307. Personnel.

§1307. Personnel.

1.

Charter Effect on Employees. Nothing in this Charter, except as otherwise specifically provided, shall affect
or impair the rights or privileges of individuals who are employees of the City on the effective date of this
Charter as to salary, tenure, residency, retirement, or pension benefits; employments; leave with pay; or other
personal rights. Nothing in this Charter shall diminish the rights and privileges of any former employees in
their pension or retirement benefits.

Exemption from Competitive Tests. Any employee holding a position with the City at the time this Charter
takes effect who is serving in the same or comparable position at the time of its adoption shall not be subject
to competitive tests as a condition for continuance in the same position, but in all respects shall be subject to
the personnel system provided for in this Charter.

Personnel Action. Until approval by City Council of the Personnel Code required by §703, the Mayor, in
consultation with the Managing Director, shall have the power to establish by written directive a personnel
system for all employees. All appointments and promotions, except additions to the exempt service, shall be
made on the basis of merit and fitness. All personnel actions shall be in accordance with the provisions of a
personnel system established by such written directive. Copies of all such directives shall be forwarded by
the Mayor to City Council within 24 hours after being issued.
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(Ord. 18-1996, 6/24/1996, §1.12)

81-213. Training Programs.

1.

The Director of Human Resources or his/her designee shall develop in consultation with
other department directors a comprehensive internal training program that represents
the City's training needs. The Department of Human Resources designee shall
administer the internal training program.

The Department of Human Resources shall make a list of internal training opportunities
available to all employees, including but not being limited to, supervisors, department
directors and any other employees designed by the Mayor or the Managing Director.
Department heads who want training for their employees should request such training
from the Department of Human Resources, identify employees, schedule training time
and provide written authorization for employees for such training. Supervisors should
consult with their department directors who have the responsibility of notifying the
Department of Human Resources. Employees should consult with their supervisors.

(Ord. 18-1996, 6/24/1996, §1.13)

§1-214. Physical Examination/Drug Testing.

1.

All applicants who have been made an offer of employment by the City are required to
submit to and pass a physical examination, including drug testing, by the City Health
Officer. The purpose of this examination is to determine if the prospective employee is
physically able to perform the job for which he or she is being considered and to ensure
that the applicant's physical condition will not endanger the health, safety or well-being
of existing employees.

Additionally, the medical examination will establish that the person is capable of
performing the essential job functions with reasonable accommodation if necessary. This
medical examination and drug testing will be given prior to the commencement of
employment. Failure to submit or complete this medical examination and drug testing
will be viewed as rejection of the offer of employment.

(Ord. 18-1996, 6/24/1996, §1.14)
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B. Categories of Employment.

81-221. Categories of Employment.

For the purpose of this Code, City employees shall be classified according to the following
categories.

A.  Full-time Employees. Those employees who work a minimum of 35 hours
weekly.

B. Part-time Employees. Those employees who work a maximum of 28 hours
weekly.

C. Temporary Employees. Those employees who are hired to work for a specified
period of time.

D. Seasonal Employees. Those employees who are hired to work for a specified
season.

(Ord. 18-1996, 6/24/1996, §2.01)
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C.  Appointment and Evaluations.

§1-231.

Notification of VVacancy.

When there is determined to be a vacancy in any City position, the following shall apply:

A.

The Department Director will identify the position to be filled, and obtain the
required budget clearances to hire.

The Director of Human Resources or his/her designee, in consultation with the
Department Director, will be responsible for the job description, date of antici-
pated hire, minimum qualifications and salary range.

The affected Department Director and the Department of Human Resources or
his/her designee shall discuss recruiting, screening and interviewing schedule.

(Ord. 18-1996, 6/24/1996, 83.01)

§1-232.

Recruitment.

1. The Director of Human Resources or his/her designee, in consultation with the
Department Director, shall prepare a position description and recruitment plan that
includes internal and external advertisement plus alternative strategies should the
advertisements fail to produce a viable candidate. Such position descriptions should

include:
A.  Position title and description (including duties and responsibilities)
B. Minimum qualifications.
C. Department location
D. City residency
E. Equal Opportunity/Affirmative Action Employer
F. Application deadline and where applications are directed
2. All positions will be posted internally at all work sites for 1 week prior to an external

advertisement. The selection can be made at this time.

3. External position advertisements shall be through the local newspapers and any other
acceptable and appropriate methods of advertising position openings such as the
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notification of minority and women's organizations, regional and national advertising
professional journals, in order to attract qualified diverse candidates.

Should subsections (2) and (3) above fail to produce a viable candidate, the Department
of Human Resources or his/her designee, in consultation with the Department Director
shall activate alternative recruitment methods.

(Ord. 18-1996, 6/24/1996, §3.02)

81-233. Application for Employment.

1.

All candidates shall complete and submit an application and/or other designated
material, to be considered for employment.

All general applications for employment shall require the candidate to provide
information about education, related experience, training, prior employment and
references.

Applicant may be required to take a standardized test for a position.
All applications for employment, whether as a result of a search or as a result of a
general application shall be directed to the Director of Human Resources or his/her

designee.

The Department of Human Resources shall make general applications available for
employment.

The Department of Human Resources shall maintain an active file of candidates for
employment.

(Ord. 18-1996, 6/24/1996, §3.03)

81-234. Screening.

1.

Initial screening will be completed by the Director of Human Resources or his/her
designee to verify that the candidate meets the minimum requirements.

The Director of Human Resources or his/her designee will check references and
complete a background verification check. This background verification check will vary
depending on the job description.

The Director of Human Resources or his/her designee will use accepted methods in

personnel management and follow Federal and State regulations to check and verify the
candidates application including a criminal check.
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The Director of Human Resources or his/her designee will provide the Department
Director with verification information.

The Director of Human Resources or his/her designee, in consultation with the
Department Director will select the most qualified candidates for an interview.

All candidates not selected for an interview will be notified within seven (7) business
days of that decision by the Director of Human Resources.

(Ord. 18-1996, 6/24/1996, 83.04)

§1-235. Selection.

1.

The Director of Human Resources or his/her designee and Department Director will
establish an interview schedule mutually convenient to the candidate, Director of
Human Resources and the Department Director.

The Director of Human Resources and Department Director and/or their designees will
interview candidates and make the selection. Selection will be based on qualifications,
testresults (if applicable), State and Federal regulations and the Affirmative Action Plan.

The Director of Human Resources or his/her designee will negotiate terms and
conditions of employment.

The Director of Human Resources or his/her designee will make the position offer to the
successful candidate.

All other candidates will be notified within 7 business days after the position has been
filled.

Should the interviews produce no viable candidate, the Director of Human Resources
or his/her designee and the Department Director should develop a new recruitment
plan.

(Ord. 18-1996, 6/24/1996, 83.05)

§81-236. Orientation.

1. It shall be the responsibility of the Director of Human Resources or his/her designee to
provide written and oral information to the new employee about benefits, policies and
departmental procedures.
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It shall be the responsibility of the Department Director or his/her designee to provide
the new employee information about department operating procedures, duties and
training.

Specific training for new employees shall be arranged by the Director of Human
Resources or his/her designee and the Department Director.

(Ord. 18-1996, 6/24/1996, §3.06)

§1-237. Probation.

1.

All new employees shall be placed on probation for 180 days. An employee on
probation may be dismissed at the discretion of the Department Director or his/her
designee. No employee on probation shall receive a salary/wage increase, promotion,
or be eligible to use sick leave, a personal holiday or annual leave, although annual and
sick leave is accumulated during the probational period.

All new employees on probation shall have a performance evaluation at the end of a 90
day period and at the end of a 150 day period and prior to 180 days such performance
evaluation to be conducted by the immediate supervisor and the Department Director.

An unsatisfactory evaluation may be a basis for termination of an employee on
probation. This is not to be construed that a probationary employee may not be
dismissed prior to the first 90 day evaluation or any time during the probationary period
as set forth herein. This evaluation becomes a part of the employee’s personnel record.

(Ord. 18-1996, 6/24/1996, §3.07)

§1-238. Performance Evaluation.

All employees shall have an annual written performance evaluation conducted by the
immediate supervisor and the Department Director. Said evaluation shall be reviewed with
the Department of Human Resources prior to discussing the evaluation with the employee.
The following procedure shall be used for performance evaluations:

A.  Evaluations shall be completed on forms provided by the Department of Human
Resources.

B. Evaluations shall be performed by the employee's immediate supervisor.
C. Evaluations shall be based on an employee's job description.

D. Evaluation criteria shall be based on:
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(1) Performance effectiveness.

(2) Goals of the Department.

The employee shall prepare a written self-assessment of his/her performance.
The Supervisor and employee shall agree on others to be consulted for evaluation.

The Supervisor and employee shall meet during working hours to conduct
evaluation.

The employee shall sign the evaluation verifying that he/she has reviewed the
evaluation and had an opportunity to respond.

The evaluation shall be signed by the Department Director and the Director of
Human Resources or his/her designee.

(Ord. 18-1996, 6/24/1996, §3.08)

§1-239.

Personnel Records.

1. A personnel file will be established for every employee and maintained in the custody
of the Department of Human Resources. No information will be placed in the file
without the employee's knowledge.

2. The following information will be a permanent part of the file and will be maintained
following termination until the year following the year of the employee's 75th birthday:

A.  Employee's most recent employment application.

B. Employee notifications regarding hiring, promotion, demotion, suspension,
dismissal or other substantial change in employment or pay status other than
general increases.

C.  Authorizations for deductions from pay such as but not limited to insurance,
retirement, taxes, union dues or other voluntary contributions. These are
permanent so long as they are not canceled or superseded with a more recent
authorization.

D. Letters of commendation or other awards or recognitions.

E. For employees hired after November 7, 1986, verification of the employee's
citizenship or right to work in the United States (Immigration and Naturalization
Service Form I-9).
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F. Most recent job description, performance standards and objectives.

G. Routine and emergency information as required such as phone numbers, home
address, persons to contact, physical or medical limitations related to the job.

H. Job related training, qualification or license records.

l. Any other information with significant bearing on the employee’s work behavior,
gualifications or fitness for employment.

J. In addition, any information the employee considers to be important to their
employment which is not offensive, prejudicial or discriminatory may be placed
in the file at the employee's request.

K. Record of exit interview.

L. Records of pre-employment reference checks.

3. The following information will be a permanent part of the file, however, will not be
referred to after 2 years old so long as no discipline for similar offenses has occurred
since their issuance.

A.  Lettersofwarningor reprimand, or confirmations or oral reprimands. The person
issuing such a letter may direct that it be removed earlier if in the issuing person's

opinion, the letter has served its purpose and is no longer required.

4. The following information will be temporary and will be removed from the file and
destroyed as indicated:

A.  Performance evaluation reports when 5 years old.

B. Records of any arrests, charges, investigation of wrong doing, or similar actions
involving the employee which later resulted in the employee's acquittal or in the
charges being dropped.

5. The following information will not be kept in the employee's personnel file:

A. Racial, ethic, religious or political identifications or affiliation.

B. Any listing or records of grievances filed by the employee.

6. The personnel file will be in the custody of the Department of Human Resources and
except for public information will be available only to any of the following persons,

under supervision, in the Department of Human Resources:

A.  Office and legal personnel as officially required.
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B. The individual employee, at a reasonable time, and when accompanied by the
employees written authorization, his/her legal representative or bargaining unit
representative.

C. Legal authorities only when required by subpoena in which case the employee
will be notified of the information provided.

7. Public information will include the employee's name, job title, salary, and fringe benefits
provided.

8. Regular examination of the personnel file to purge temporary documents shall be done
annually.

(Ord. 18-1996, 6/24/1996, §3.09)
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Benefits.

81-241. Insurance, Pension, Worker's Compensation and Other Benefits.

1.

Employees shall be entitled to the leave and holiday benefits and to life insurance, health
insurance, pension and worker's compensation, as per current collective bargaining
agreements and applicable law. There are three individual pension boards; the Officers
and Employees Retirement System, the Police Pension Fund and the Firemen's Pension
Fund, who administer the funds and determine benefits. The Department of Human
Resources shall make accessible a pension plan summary to all employees detailing these
benefits.

Part-time employees, temporary employees and seasonal employees shall only be
entitled to workers compensation.

(Ord. 18-1996, 6/24/1996, §4.01)

§1-242. Injury on Duty.

1.

The City of Reading has a comprehensive safety and training program independent of
this Code. In the event any employee suffers an accident on duty he/she shall
immediately notify his/her supervisor, who shall in turn file a full report with the
Human Resources Office within 48 hours of the accident.

An employee who sustains awork-related injury, as a result of which he/she is disabled,
shall be paid the difference between the money to which he/she may be entitled under
worker's compensation, Social Security or other applicable disability benefits and his/her
full salary, which difference shall be charged to his/her sick leave, and shall be paid only
to the extent of his/her accrued sick leave.

(Ord. 18-1996, 6/24/1996, §4.02)
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E. Leave, Vacations and Holidays.
81-251. Family Medical Leave.

1. Under the Family and Medical Leave Act, an eligible employee may request up to a total
of 12 work weeks of unpaid leave during any 12 month period at the time of the birth or
adoption of a child or at the time of a serious health condition affecting the employee or
a family member (as defined by the Act).

2. An eligible employee (as defined by the Act) is one who has been employed by the City
for at least 12 months and for at least 1,250 hours of service with the City during the
previous 12 months prior to the leave requested.

3. Employees are entitled to unpaid leave of absence in compliance with the Family
Medical Leave Act as outlined in the employee handbook. The following provisions
shall apply to full-time employees only:

A.  Atthe discretion of the Department Director and Managing Director, emergency
leave may be granted to an employee who has an extraordinary personal
emergency that is not covered by any of the forms of leave detailed herein.

(Ord. 18-1996, 6/24/1996, §5.01)

§1-252. Holidays.

1. The following days shall be recognized by the City as paid holidays:

New Year's Day Labor Day
Martin Luther King's Day Veteran's Day
President’'s Day General Election
Good Friday Thanksgiving Day
Memorial Day Day after Thanksgiving
Flag Day Birthday
Independence Day Christmas Day
2. Monday shall be recognized as the holiday for all holidays that occur on Sunday, and

Friday for all holidays that occur on Saturday.

3. If an employee is called upon to and does work on any of the holidays set forth in this
section, he/she shall be paid as provided in §1-275.

4. Any employee who is absent without paid leave or reasonable excuse, either the
workday before or after a holiday will forfeit the holiday pay.
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5. Each employee shall be granted one personal day in addition to the above mentioned
holidays which shall be taken with the approval of the Department Director.

(Ord. 18-1996, 6/24/1996, §5.02; as amended by Ord. 14-2001, 5/29/2001)

81-253. Annual Vacation Leave.
1. Full-time employees shall accrue vacation leave according to the following schedule:
A. 5/12 of a day a month for the first year of service.
B. For the second year to the eighth year of service, 2 weeks or 10 work days.
C.  After 8 years of service, 3 weeks or 15 work days.
D.  After 14 years of service, 4 weeks or 20 work days.
E. After 20 years of service, 5 weeks or 25 work days.

2. Years of service shall be defined to mean the anniversary year in which the individual
shall have completed the specified number of continuous years of service.

(Ord. 18-1996, 6/24/1996, 85.03)

§1-254, Sick Leave.

1. Full-time employees shall be allowed 12 sick leave days per year which shall be
accumulated at the rate of 1 day per working month. However, no sick leave shall be
accumulated unless an employee works at least half the days during the pay period,
when an employee is on sick leave.

2. Employees shall be allowed 12 sick leave days per year which shall be accumulated at
the rate of 1 day per working month. However, no sick leave shall be accumulated
unless an employee works at least half the days during the pay period, when an
employee is on sick leave.

3. Employees shall accrue unused sick leave from year to year with a maximum
accumulation of 45 days. However, employees who have previously accumulated an
amount of sick leave in excess of 45 days shall retain their current accumulated total.
Any employee who has accumulated sick leave in excess of the 45 day maximum shall
be red-lined at his/her level of accumulation. No employee who has accumulated an
excess of 45 days of sick leave shall be allowed to accumulate any other sick leave until
and unless such person goes below the 45 day maximum. Said person shall only be able
to accumulate sick leave once they have initially gone below the 45 day limit.
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4. At the end of each calendar year, an employee shall become entitled to compensatory
time off or pay at his regular daily rate of base pay in an amount equal to 1 day for each
calendar quarter in which the employee used none of his allowable sick leave during the
year just ended. The employee shall have the option to choose either time off with pay
or just pay.

5. In addition to the sick leave which each employee accrues individually, the sick leave
pool shall operate as follows:

A.

The employer agrees to contribute to the sick leave pool, sick leave days at the rate
of one day per month per employee in the same manner and according to the same
provisions that sick leave is accumulated by the employees individually. In no
event shall the total contribution by the employer per employee exceed 12 in 1
year; however, said total may be less than that for an individual employee who
has not qualified for a maximum of 12 in any 1 year.

No employee shall be allowed to draw from the sick leave pool unless they have
accumulated 30 sick leave days as of the time of the on set of their illness or injury.

No employee shall be eligible to utilize sick leave from the pool unless that
employee has an extended illness and has exhausted his or her regular leave;
provided, however, that no employee shall be eligible for the sick leave pool until
such time as the employee has utilized all of his/her accumulated sick leave days,
vacation, personal days and compensatory time.

Any employee desiring to utilize sick leave from the pool shall have satisfactory
evidence demonstrating that their illness or injury is such that it will continue for
an extended period. In order to qualify as an extended period of illness or injury,
the employee shall be required to submit a medical opinion in form and manner
satisfactory to the employer that in the opinion of a physician the employee's
illness or injury will totally incapacitate said employee for a period of not less than
30 days after the date that the employee has expended his/her accumulated sick
leave. In the event that an employee submits a report by a physician and the City
would question the validity or the conclusion of the physician, the City shall have
the right to have the matter reviewed by the City Health Officer. In the event of
a dispute between the opinion of the attending physician and that of the City
Health Officer, those two doctors shall refer the matter to a third physician
mutually agreeable to the two physicians and the opinion of the third physician
shall be binding on both parties. The fee for any report or examination from the
third physician shall be borne equally by both parties.

Any employee who has been approved for utilization of sick leave from the sick
pool shall only be entitled to draw from said sick leave pool for a maximum of 7
calendar months.
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F. Any employee who is approved for utilization of the sick leave from the pool
shall, as a condition of continued participation in the pool, submit a statement
from his attending physician every 2 weeks indicating that the total disability is
continuing as of that date.

G. In the event that the illness or disability which qualifies an employee for entrance
into the sick leave pool program was caused by the actions or conduct of a third
party and the employee as a result of litigation, a claim or settlement with said
third party is reimbursed for lost wages on account of the actions of said third
party, the employee shall be responsible to reimburse the City for monies paid by
the City as a result of the employee's participation in the sick pool program.

H. Both parties agree that the application for the right to utilize sick leave days from
the pool shall be made by the employee on a written form, which form shall be
signed by both the employee and the union and no employee shall have the right
for admission into the sick leave pool program without the approval of the union.
City agrees to provide both the union and the employee with a copy of its decision
on any application for utilization of the sick leave pool.

l. An employee with 5 years seniority who has accumulated a minimum of 30 sick
leave days or more who then experiences an illness of 16 working days or more
will be eligible to accrue sick leave at the rate of 2-1/2 days per month for the total
number of months it would take them to reach a 30 day accumulation. The total
number of months during which the employee may accumulate at the rate of 2-
1/2 days per month rate shall be as set forth in the schedule below. During the
number of months that the employee would be entitled to accumulate at the 2-1/2
day rate, any absences shall be subtracted from the days being accumulated. At
the end of the period of months during which the employee is entitled to
accumulate at the rate of 2-1/2 days per month, the employee would then revert
back to the one day a month as set forth in subsection (A), above.

SCHEDULE

NUMBER OF MONTHS ELIGI-

BALANCE OF SICK BLE TO ACCUMULATE 2-1/2
DAYS REMAINING PER MONTH

29 1

28 1

27 1

26 2

25 2

24 2
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NUMBER OF MONTHS ELIGI-

BALANCE OF SICK BLE TO ACCUMULATE 2-1/2
DAYS REMAINING PER MONTH
23 3
22 3
21 4
20 4
19 4
18 5
17 5
16 5
15 6
14 6
13 7
12 7
11 8
10 8
9 8
9
7 9
6 10
5 10
4 10
3 11
2 11
1 12
0 12
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(Ord. 18-1996, 6/24/1996, §5.04; as amended by Ord. 21-2001, 6/25/2001, 81)

§1-255. Funeral Leave.

Full-time employees shall receive leave with pay in the event of a death in the family as
follows:

A. In the case of spouse, parents, children, brother, sister, grandparents, grandchild
or step-child living in the household, from the day of death to day after funeral,
for a maximum of 4 days.

B. In the case of the death of father-in-law, mother-in-law, brother-in-law, sister-in-
law, step-child not living in the household, aunt or uncle for the day of the funeral.

(Ord. 18-1996, 6/24/1996, 85.05)

81-256. Leave of Absence.

The City will permit employees an unpaid leave of absence in cases where required by

disability and other circumstances and in accordance with the Family and Medical Leave Act,

as stipulated in the employee handbook.

(Ord. 18-1996, 6/24/1996, §5.06)

§1-257. Childbirth Leave.

1. Full-time employees who become pregnant shall be entitled to a maximum of 6 months
maternity leave and shall have the right to return to the same or an equivalent position
without forfeiting any accrued pension and seniority rights, as stipulated in the
employee handbook.

2. An employee is entitled to use accrued sick leave as well as accrued vacation leave for
the period that she is unable to work as certified by a physician. All other periods of

leave related to childbirth leave shall be leave without pay.

3. Said provisions shall be consistent with the Pennsylvania Human Relations Act of 1969,
P.L. 133, No. 56, 43 P.S. §951 et seq., and the Family Medical Leave Act of 1993.

(Ord. 18-1996, 6/24/1996, 85.07)

81-258. Leave of Absence for Military Reserve Duty.
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All City employees who are members, either enlisted or commissions of any reserve
component of any of the Armed Forces of the United States or of the National Guard of
the Commonwealth of Pennsylvania, shall be entitled to leave of absence, from their
regular duties for a maximum of 15 days per year during which time they shall, as
members of such reserve, be engaged in active service or field training ordered or
authorized by Federal or State forces. Procedure for obtaining military leave is as
follows.

Employee shall present his/her military orders to their immediate supervisor
immediately upon receipt. A copy of said orders shall be forwarded to the Human
Resources Office for the employee file. [Ord. 21-2001]

(Ord. 18-1996, 6/24/1996, §5.08; as amended by Ord. 21-2001, 6/25/2001, 82)

§1-2509. Court Appearance and Jury Duty.

1.

Any employee who is called for jury duty or subpoenaed to appear as a witness in any
case other than one in which he/she is a party shall be entitled to the difference between
his/her regular compensation and the sum that he/she shall receive for such duty.

This policy shall apply only to full-time employees and not to any part-time, temporary
or seasonal employees. Any employee making a court appearance, other than as a
subpoenaed witness, shall arrange some other type of leave (e.g., annual leave, leave
without pay), for the duration of his/her absence.

In cases in which an employee needs to be excused from jury duty due to their
employment with the City of Reading, the Department Director shall refer the request
and/or need for excuse to the Director of the Department of Human Resources or
his/her designee for correspondence with the court. Procedure for obtaining leave to
serve on juries shall be as follows:

(Ord. 18-1996, 6/24/1996, §5.09)
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F. Promotions.

81-261. Promotions.

1. The City of Reading is committed to selecting the best available applicant for the position
in compliance with our Affirmative Action and Equal Employment Opportunity
Programs. The established policy of the City of Reading is to promote from within

whenever possible within these guidelines.

2. All terms and conditions for promotion within classifications covered by a union are set
forth in the collective bargaining agreement(s).

3. All full-time exempt (nonunion) positions shall be filled as follows:

A. A notice of vacancy form shall be posted for a period of 7 calendar days at all
worksites. This posting shall include:

(1) Department.

(2)  Classification.

(3) Salary.

(4) Availability.

(5) Description of responsibilities and requirements.

(6) Statement of applicant procedure and deadline date.

B. Applications will be reviewed and, if qualified, applicant(s) will be interviewed
by the Human Resources Director or his/her designee and an appropriate
department representative.

C.  Apromotional offer may be made to the most qualified applicantand, if accepted,
such transfer will be effective on a mutually agreeable date with the affected
department director(s).

D.  When required by Federal mandates, or should this process fail to produce a
viable candidate, the Department of Human Resources shall activate recruitment

methods in accordance with §1-132 of this Chapter.

E. The Director of Human Resources shall notify all applicants in writing regarding
their applicant status.

(Ord. 18-1996, 6/24/1996, Art. VI; as amended by Ord. 20-2001, 6/25/2001, 81)
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Rules and Regulations.

§1-271. Salary Administration.

1.

Employees shall be paid for each semi-monthly pay period on the 15th and last of each
month. If the 15th or last of the month falls on Saturday or Sunday, employees shall be
paid on the preceding working day. For payroll purposes, a work week begins on a
Saturday and ends on a Friday, regardless of whether anindividual employee is assigned
weekend work. [Ord. 4-2003]

Payment for overtime shall be made on the first pay period following the pay period in
which overtime is worked. [Ord. 4-2003]

Any and all exceptions for leave without pay, disciplinary action, etc., shall be deducted
within the pay period or on the first pay period following the pay period in which the
charges are incurred. [Ord. 4-2003]

Overtime or duplicate pay of any kind shall not be pyramided. [Ord. 4-2003]

Employees attending conferences/seminars shall be reimbursed as per the Fair Labor
Standards Act and appropriate City ordinances. [Ord. 4-2003]

Compensation of any City employee suspended from work for alleged improper conduct
or behavior shall be placed in an escrow account under the City employee’s name. Upon
resolution of the pending allegations in the City employee’s favor and his/her return to
work, said escrow account balance shall be paid to him/her.

A.  Annual employee salary increases which are not governed by union labor
contracts or mandated by other state statutes shall be limited to 3% without City
Council approval. The amount of the annual salary increase shall be determined
by a recommendation made by the employee's direct supervisor or Department
Director in conjunction with consultation from the Human Resources Department.
If the Human Resources Department and the employee's Department Director
believe that an employee is entitled to an annual salary increase in excess of 3%,
an executive session shall be scheduled with the City Council to discuss the
reasons for providing a salary increase in excess of 3% of the employee's annual
salary. If City Council agrees to increase an employee's salary after meeting with
the Department Director and/or a representative of Human Resources, City
Council shall pass a Resolution authorizing an annual salary increase in excess of
3% for the named employee.

B.  Annualsalary increases for City of Reading Department Directors are not covered
by this Section and are governed by §706 of the City of Reading Home Rule
Charter and Ord. 22-2002, 6 /24 /2002 [Appendix D], passed on June 24th, of 2002.
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The provisions of subsection (6)(A) of this Section shall apply to all employee
salary increases effective January 1, 2003, and thereafter. Any salary increases
granted in 2003 in excess of 3% is hereby reduced to 3% and any monies paid to
an employee (as salary) in excess of 3% of their year 2002 salary shall be returned
to the City of Reading from the proceeds of said employee's pay for the pay period
immediately following the effective date of this provision.

[Ord. 4-2003]

7. Compensation of any City employee suspended from work for alleged improper conduct
or behavior shall be placed in an escrow account under the City employee’s name. Upon
resolution of the pending allegations in the City employee’s favor and his/her return to
work, said escrow account balance shall be paid to him/her. [Ord. 46-2002]

8. Salary Ranges.

A.

Managing Director - the Managing Director of the City of Reading shall be
compensated at an annual salary of no less than $90,000 and no more than
$112,200. [Ord. 59-2005]

Chief of Fire and Rescue Services - the Chief of the Department of Fire and
Rescue Services for the City of Reading shall be compensated at an annual salary
of no less than $60,000.00 and no more than $70,000. [Ord. 59-2005]

Chief of Police - the Chief of Police for the City of Reading shall be compensated
at an annual salary of no less than $60,000 and no more than $75,000.

Public Works Director - the Director of the Department of Public Works of the
City of Reading shall be compensated at an annual salary of no less than $68,000
and no more than $80,000. [Ord. 59-2005]

Finance Director - the Director of the Department of Finance for the City of
Reading shall be compensated at an annual salary of no less than $60,000 and no
more than $72,000.

Human Resources Director - the Director of the Department of Human Resources
of the City of Reading shall be compensated at an annual salary of no less than
$75,000 and no more than $100,000. [Ord. 59-2005]

City Solicitor - the Director of the Legal Department for the City of Reading shall
be compensated at an annual salary of no less than $60,000 and no more than
$75,000.

Community Development Director - the Director of the Department of Commu-

nity and Economic Development for the City of Reading shall be compensated at
an annual salary of no less than $55,000 and no more than $80,000.
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9. The Managing Director will review the salary ranges every three years and shall present
recommendations for range adjustments, based on industry standards, to City Council
and the Mayor. The ranges are based on the responsibilities for each of the eight areas.
These stated ranges will be used as a guideline for setting starting salaries and for
requesting annual merit increases, to be based on a performance evaluation to occur on
the anniversary date of the employee.

10.  City Council will review the salary ranges for all positions falling under the Legislative
Branch every 3 years. Recommendations for range adjustments will be based onindustry
standards and approved by City Council. The ranges are based on the responsibilities
for the position descriptions. The stated ranges will be used as a guideline for setting
starting salaries and for requesting annual merit increases, to be based on a performance
evaluation to occur within 45 days of the employee’s anniversary date. [Ord. 21-2002]

(Ord. 18-1996, 6/24/1996, §7.01; as amended by Ord. 20-2002, 5/28/2002, §82, 3; by Ord. 21-
2002, 6/24/2002, 83; by Ord. 46-2002,9/10/2002, §1; by Ord. 49-2002, 9/23/2002, §1; by Ord.
3-2003,1/13/2003, §1; by Ord. 4-2003,2/10/2003, §1; by Ord. 23-2003, 6/17 /2003, §1; by Ord.
17-2004,4/26/2004,81; by Ord. 36-2004,7 /26 /2004, §1; by Ord. 39-2005,6/13 /2005, §1; by Ord.
52-2005, 8/22/2005, 81; and by Ord. 59-2005, 9/26/2005)

§1-272. Payroll Administration.

Every Department Director shall be responsible for implementing payroll procedures as
stipulated in the employee handbook.

(Ord. 18-1996, 6/24/1996, §7.02)

§1-273. Payroll Time Sheet.

1. A payroll time sheet shall be completed for every employee for every pay period by the
Supervisor or his/her designee.

2. The time sheet is to be signed by the Supervisor and the employee.

3. All times sheets are submitted to the Department of Human Resources Payroll Division
along with a checklist for accuracy to the payroll clerk by the supervisor or his/her
designee. Said checklist should identify that all time sheets for his /her Department have
been submitted along with any special instructions for the Department of Human

Resources.

4. Time sheets are verified by the payroll clerk and submitted to Finance Department for
processing.
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5. Payroll and time sheets are returned to the payroll clerk for final check.
6. Time sheets are returned to the Department for verification and retention.
7. The Finance Department will provide fiscal analysis for cost centers.

(Ord. 18-1996, 6,/24,/1996, §7.03)

§1-274. Payroll Deductions.
1. The following deductions shall be made from each employee's paycheck:
A. Federal, State and local income tax.
B.  Public unemployment compensation law tax.
C.  Reading occupation tax, collected once yearly.
D.  Social Security (FICA) tax.
E.  Officers and Employees Retirement Fund.

F. Such other taxes as shall be mandated from time to time by Federal, State and /or
local laws, rules or regulations.

2. AFSCME bargaining unit employees shall have their union dues on Fair Share deduction
made from their paycheck.

3. Other deductions can be made from each employee's paycheck as stipulated in the
handbook.

(Ord. 18-1996, 6/24,/1996, §7.04)

§1-275. Overtime.

No employee shall work overtime except at the request of or with the express permission of the
Department Director or his/her designee. Overtime provisions are as follows.

[Text continued on p. 1-207]
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(Ord. 18-1996, 6/24/1996, §7.05)
81-276. Time and Attendance of Employees.

1. All employees shall be granted an unpaid lunch period during the third to fifth hours
of their work day.

2. All employees shall be entitled to a ten minute rest period during each %2 work shift.
Whenever possible, the rest period shall be scheduled at the middle of such % shift.

3. Tardiness, unauthorized absences and lunch breaks in excess of 1 hour shall be
considered leave without pay and may be further subject to the disciplinary procedures.

(Ord. 18-1996, 6/24/1996, §7.06)

81-277. Lunch and Break Periods.

Each employee shall have a scheduled lunch break. Employees are not permitted to eat their
lunch at their work station unless specifically authorized.

(Ord. 18-1996, 6/24/1996, §7.07)

81-278. Temporary Re-Assignment.

1. In the event of a vacancy, absence or disability of a department director, the managing
director or some other officer or employee shall be assigned to perform in an acting or
temporary capacity. The duties of any office or position in the administrative service
under the supervision of the managing director, as stated in §1-141(F) of this Chapter.
This temporary or acting re-assignment is for management positions only. A person re-
assigned to a temporary or acting management position may request a temporary salary
adjustment from the managing director who shall have the responsibility for making that
decision as stated in this Section.

2. No appointed person shall serve in an acting or temporary capacity unless already
employed by the City of Reading prior to such appointment or approved by City Council
resolution. Council shall, within 30 days, approve or deny all temporary or acting
department director and/or management appointments. If Council fails to act within
this 30 day period, the appointment shall be deemed approved.

3. Acting or temporary department directors appointed may serve no more than 180 days.
Council may agree to extend said term for an additional 90 day periods upon request

and upon satisfactory proof that a diligent effort to recruit and hire a department
director.
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An acting or temporary department director who has been appointed to serve as a
department director but who fails to be confirmed by a vote of Council shall continue to
serve as the acting or temporary director for no longer than a period of 30 days from the
date of the negative vote by Council, unless Council agrees to extend for 90 day period(s)
as set forth in the preceding subsections.

(Ord. 18-1996, 6/24/1996, §7.08; as amended by Ord. 24-2000, 11/27/2000, 81)

81-279. Compensatory Time/Discretionary Time.

1.

All full-time nonexempt employees, except elected officials, shall receive compensatory
time as per the provisions of the Fair Labor Standards Act or as per union contract.
Compensatory time must be approved prior to being earned or used except in
emergency situations.

Exempt employees (not covered by the Fair Labor Standards Act or any union contract
provision) will be eligible for discretionary time. Discretionary time will not be on an
hour-for-hour basis or reimbursed at time and % under any condition. Discretionary
time off will be allowed only with the approval of the Mayor or Managing Director.
Under no circumstances will there by any accrued hours that will be compensated for
in any way.

(Ord. 18-1996, 6/24/1996, §7.09; as amended by Ord. 27-1996, 9/-/1996, 82)

81-280. Dress and Grooming.

1.

Employees shall report to work in attire in such a manner as is compatible with their
duties and acceptable health grooming and cleanliness standards.

Dress and grooming shall be dictated by provisions requiring the wearing of safety
clothing or equipment necessary to be worn in order to protect the employee’s health
and safety.

(Ord. 18-1996, 6/24/1996, §7.10)

81-281. Conduct and Safety Regulations.

Employees are required to report to work as stipulated in the employee handbook.

(Ord. 18-1996, 6/24/1996, §7.11)

1-208 Page Revised 4/22/2002

Back

Next



Home

(1, PART 2)

81-282. Disciplinary Action.

1.

4.

The City reserves the right to discipline for just cause.

Supervisors shall notify the Department Director who in turn shall notify the Depart-
ment of Human Resources of all infractions of these policies.

The Department of Human Resources shall investigate the allegations and determine
appropriate action to be taken.

Disciplinary offenses/procedures are contained in the employee handbook.

(Ord. 18-1996, 6/24/1996, §7.12)

§1-283. Grievance Procedures.

1.

Bargaining Unit Members. These procedures are contained in the applicable collective
bargaining agreement and in the employee handbook.

Nonbargaining Unit Members. These procedures are contained in the employee
handbook.

(Ord. 18-1996, 6/24/1996, §7.13)

81-284. Separation.

1.

An employee may be separated or dismissed whenever his/her performance, as a result
of an unfavorable performance evaluation, or conduct fall below the required job
standards for City employees. The dismissal of a union employee shall be in accordance
with the appropriate provisions of the City union agreement. See "Disciplinary Action,"
81-282 and "Performance Evaluation,” §1-238.

The executive branch shall have the right to lay-off employees as may be deemed
necessary by the executive branch in accordance with the applicable collective
bargaining agreements. If the employee is not subject to a collective bargaining
agreement.

Employees tendering a resignation shall be required to provide written notice of
resignation at least 10 working days prior to the intended date of employment
termination.

Death separation shall become effective as of the day following death. All compensation
due the employee, shall be paid to the estate of the employee, unless otherwise provided
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10.

by law. There shall be no pro-ration of vacation leave and in no event shall unused sick
leave, compensatory time or other paid leave be considered.

Retirement of an eligible employee shall be subject to the same policies and procedures
as outlined for resignation. However, should an employee wish to retire because of a
sudden or extreme change in health, the notice requirement may be waived by the
Managing Director. Upon retirement, an employee shall receive all unused vacation for
the appropriate years of service with no pro-rating.

Upon resignation one copy of the employee's notice of resignation shall be sent to the
department head and one copy shall be sent directly to the Department of Human
Resources.

All unused eligible vacation time shall be considered for pro-rated compensation. In no
event shall unused sick leave be considered. Full-time employees shall be compensated
for accumulated compensatory time to the extent of the lessor of: (A) the hours accrued,
or (B) 240 hours.

An exit interview may be conducted, and, if requested by an employee, shall be
conducted. Said interview may be used as a management tool to gain insight into the
effectiveness of the City personnel and managerial practices and to determine when and
if such practices need improvement. The Director of Human Resources or his/her
designee, when conducting such an interview, shall place a brief record of the interview
in the permanent record of the employee.

At his/her discretion, the Director of Human Resources or his/her designee may call an
exit interview with an employee prior to separation.

Upon separation, all City property shall be returned.

(Ord. 18-1996, 6/24/1996, §7.14)

§1-285. Disability Removal.

1.

An employee who cannot perform his/her job duties because of disability, nonwork
connected injury or illness shall be removed upon expiration of all such sick leave,
vacation and unpaid leave of absence.

The removal shall state that it is removal for disability and that if within a 2 year period
from removal, the employee is fit to return to his/her job duties he/she will be given
preference in hiring when a vacancy occurs.

The fact that he/she is physically fit shall be certified by physician statement.
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4. When the employee is rehired, there shall be no loss of seniority other than the period
between removal and rehiring.

(Ord. 18-1996, 6/24/1996, §7.15)

81-286. Providing Employees Legal Counsel.

When a legal action is brought against an employee, the Mayor, Managing Director, City
Solicitor and Director of Human Resources shall determine whether or not the City shall be

required to provide legal counsel to the employee.

(Ord. 18-1996, 6/24/1996, §7.16)

§1-287. Employee Responses to Information Requests.

Any requests for information with respect to an employee shall be made to the managing
director for review with City Solicitor to determine if response is appropriate.

(Ord. 18-1996, 6/24/1996, §7.17)

81-288. Management Incentive Program.

Administration has the right to establish amanagement incentive program, which shall include
sick leave upon retirement.

(Ord. 18-1996, 6/24/1996, §7.18)
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H.  Appeals.

§1-290.

Appeals.

Any employee who has filed a complaint and has either received a denial of the complaint
and/or no action with respect to the complaint within 20 days after the filing of such written
complaintwith the Department of Human Resources, shall have the right to appeal such denial
and/or nonaction as follows:

A.

The employee shall file with the Department of Human Resources an appeal
stating that the appeal was denied and/or no action was taken, the appeal shall
provide the date upon which the original complaint was filed and the date the
action or nonaction was taken by the Department of Human Resources.

The appeal shall contain the basis upon which the employee feels his or her
complaint is justified, including any exhibits and/or other evidence which the
employee deems relevant to sustaining the allegations contained in his or her
complaint.

The Director of Human Resources together with the employee's department head
shall promptly upon receipt review the appeal and within a reasonable time after
the filing of such appeal, but no longer than 10 days thereafter, set a date for
hearing the appeal of the employee before the Director of Human Resources and
the department head, which date shall be not more than 30 days after the date of
filing the appeal. The Director of Human Resources and department head shall,
following the hearing held with the employee, render a decision within 10 days
of such hearing date and provide employee with written notice of their decision
with respect to the appeal. In the event the employee is not satisfied with the
decision of the Director of Human Resources and the department head, the
employee shall have the further right to within 10 days of the receipt of the denial
of such employee's appeal, appeal to the managing director in writing. The
managing director shall meet with the employee within 20 days of the filing of
such written appeal and at a date set by the managing director. Following the
meeting with the employee with the managing director, the managing director
shall render his decision within 10 days of such hearing and the decision of the
managing director shall be final with respect to the employee's complaint.

An employee who has filed a complaint shall have no right to have legal counsel
present at the initial appeal meeting before the department head and the Director
of Human Resources. The employee shall have the right to have legal counsel or
another representative present at the appeal before the managing director if the
managing director upon request, so permits.

(Ord. 18-1996, 6/24/1996, Art. VIII)
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PART 3

COMPENSATION OF ELECTED OFFICIALS

81-301. Compensation.

From and after first Monday of January, 2004, the following salaries shall be paid to each of the
hereinafter designated elected officials of the City in accordance with the following schedule;
provided, however, that such salaries shall apply only to such elected officials assuming office
on or after the first Monday of January, 2004:

A.  Mayor - the Mayor of the City of Reading shall be compensated at an annual
salary of:

(1)  $63,000.00 for the period beginning the first Monday in January, 2004, and
ending the first Sunday in January, 2005.

(2)  $64,200.00 for the period beginning the first Monday in January, 2005, and
ending the first Sunday in January, 2006.

(3)  $65,400.00 for the period beginning the first Monday in January, 2006, and
ending the first Sunday in January, 2007.

(4)  $66,600.00 for the period beginning the first Monday in January, 2007, and
ending the first Sunday in January, 2008.

B. President of Council - the City Council President for the City of Reading shall be
compensated at an annual salary of $5,500 per year.

C. Councilmen - the District Councilpersons for the City of Reading shall be
compensated at our annual salary of $5,000 per year.

D. City Auditor - the City Auditor of the City of Reading shall be compensated at an
annual salary of:

(1)  $48,000.00 for the period beginning the first Monday in January, 2004, and
ending the first Sunday in January, 2005.

(2)  $49,200.00 for the period beginning the first Monday in January, 2005, and
ending the first Sunday in January, 2006.

(3)  $50,400.00 for the period beginning on the first Monday in January, 2006,
and ending the first Sunday in January, 2007.

(4)  $51,600.00 for the period beginning the first Monday in January, 2007.
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(Ord. 74-1989, 6/28/1989, 81; as amended by Ord. 14-2001, 5/29/2001; and by Ord. 9-2003,
4/14/2003, 81)

81-302. Payment of Salary.

The salaries fixed by the foregoing schedule in 81-301 shall be payable bimonthly as the salaries
of other officials and employees are paid.

(Ord. 74-1989, 6/28/1989, 81)
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PART 4"

AUTHORITIES

A. Municipal Airport Authority.
81-401. Intent.

It is the desire and intention of the Municipal Authorities of the City of Reading, County of
Berks and Commonwealth of Pennsylvania, to organize an authority under the Municipality
Authorities Act of 1945, being the Act of May 2, 1945, P.L. 382, as amended and supplemented.

(Ord. 39-1956, 7/18/1956, 81)

81-402. Name of Authority.

The name of the proposed authority shall be "Reading Municipal Airport Authority” and it
shall be formed for the following purpose, to acquire, hold, construct, improve, maintain,
operate, own or lease the General Carl A. Spaatz Field, Reading Municipal Airport and other
airports, airfields, landing fields, lands, buildings, improvements and all facilities necessary or
incidental thereto.

(Ord. 39-1956, 7/18/1956, §2)

81-403. Articles of Incorporation.
The proposed Articles of Incorporation of the proposed authority are as follows:
ARTICLES OF INCORPORATION
To the Secretary of the Commonwealth of Pennsylvania:
In compliance with the Municipality Authorities Act of May 2, 1945, as amended and
supplemented, the City of Reading, the County of Berks, a municipality of the
Commonwealth of Pennsylvania, pursuant to an ordinance adopted by the Municipal

Authorities of said City signifying said City's desire and intention to form an authority,
hereby certifies:

"Municipal Authorities Act - see 53 P.S. §301 et seq.
Parking Authorities Law - see 53 P.S. §344 et seq.
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(1) The name of the Authority shall be Reading Municipal Airport Authority
and it shall be formed for the following purpose, to acquire, hold, construct,
improve, maintain, operate, own or lease the General Carl A. Spaatz Field,
Reading Municipal Airport and other airports, airfields, landing fields,
lands, buildings, improvements and all facilities necessary or incidental
thereto.

(2)  The Authority is formed under the Municipality Authorities Act of 1945,
Act of May 2, 1945, P.L. 382, as amended and supplemented.

(3) No other authority has been organized by the City of Reading under the
Municipality Authorities Act of May 2, 1945, as amended and supple-
mented, and no authority has been organized by the City of Reading under
the Act approved June 28, 1935, P.L. 463.

(4) The name of the incorporating municipality is the City of Reading, County
of Berks and Commonwealth of Pennsylvania and the names and addresses
of the Municipal Authorities are as follows: [Here followed the names and
addresses of City Council.]

(5) The names and addresses and terms of office of the first members of the
Board of the Authority are: [Here followed the names and addresses and
terms of office of the first members of the Board of the Authority.]

(Ord. 39-1956, 7/18/1956, 8§3)

81-404. Members of Board.
The following persons are hereby appointed members of the Board of the Authority with the
following terms of office. [Here followed the first appointed members of the Board of the

Authority and terms of office.]

(Ord. 39-1956, 7/18/1956, §4)

81-405. Execution of Articles of Incorporation.

The Articles of Incorporation of the proposed authority in substantially the form set forth in
81-403 of this Part shall be executed on behalf of the City of Reading by the Mayor and City
Clerk, and such officers are hereby authorized, empowered and directed to do all things
necessary and appropriate to effect and establish said proposed authority in conformity with
the provisions of the Municipality Authorities Act of 1945, as amended and supplemented.

(Ord. 39-1956, 7/18/1956, 85)
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81-406. Appointments.

The Council of the City of Reading shall, at a meeting held not later than 1 month prior to
January 1 of each year in which a vacancy occurs in the representation of the City of Reading
on the Board, appoint as a member of the Board a proper person to succeed each member
whose term expires January 1 next succeeding year.

(Ord. 39-1956, 7/18/1956, §6)

81-407. Purpose.

The adoption of this Part is deemed necessary for the benefit and preservation of the public
health, peace, comfort and general welfare and will increase the general welfare of the people
of the City of Reading.

(Ord. 39-1956, 7/18/1956, 87)
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B. Reading Parking Authority.
81-411. Intent.

The City Council of the City of Reading hereby signifies its intention and desire to organize a
parking authority under the provisions of the Parking Authority Law of 1947, as amended.

(Ord. 24-1953, 9/9/1953, 81)

81-412. Articles of Incorporation.

The Mayor and the City Clerk are hereby authorized and directed to execute on behalf of the
City of Reading Articles of Incorporation for said authority, in substantially the following form:

ARTICLES OF INCORPORATION

TOTHE SECRETARY OF THECOMMONWEALTH, COMMONWEALTH OF PENNSYLVA-
NIA

In compliance with the requirements of the Act of June 5, 1947, P.L. 458 known as the
Parking Authority Law, as amended, the City of Reading, Berks County, Pennsylvania,
desiring to incorporate an authority thereunder, does hereby certify:

(1) The name of the authority is the "Reading Parking Authority."

(2)  Said Authority is formed under the provisions of the Act of June 5, 1947,
P.L. 458, as amended.

(3) The name of the incorporating municipality is City of Reading, Berks
County, Pennsylvania.

(4)  Thenamesand addresses of its municipal authorities, including its Council
members are as follows: [Here followed the names, addresses and offices
of the City's municipal authorities.]

(5)  The names, addresses and terms of office of the first members of the Board
of the Parking Authority to be formed hereby are as follows: [Here
followed the name, addresses and terms of office of the members of the
Board.]

(Ord. 24-1953, 97971953, 82)

81-413. Publishing Required.
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The proper officers of the City are hereby directed to cause this Part to be published as required
by law but setting forth only briefly the substance of the proposed Articles of Incorporation,
as permitted by 84 of the Parking Authority Law, as amended.

(Ord. 24-1953, 9/9/1953, 83)

81-414. Notice of Articles of Incorporation.

The proper officers of the City are hereby directed to cause a notice of the proposed filing of
the above Articles of Incorporation to be published once in the Berks County Law Journal and
once in a newspaper of general circulation in Berks County, as required by 84 of the Parking
Authority Law, as amended.

(Ord. 24-1953, 9/9/1953, 84)

81-415. Filing of Articles of Incorporation.

The Mayor and City Clerk are directed to file said Articles of Incorporation, together with the
necessary proof of publication, with the Secretary of the Commonwealth and to do all other
acts and things necessary or appropriate to effect the incorporation of the Reading Parking
Authority.

(Ord. 24-1953, 9/9/1953, 85)

81-416. Members of the Board.

The following named persons be and they are hereby appointed as the first members of the
Board of the Parking Authority whose terms of office shall commence on the date of
appointment and shall be computed from June 1, 1953. [Here followed the names, addresses
and terms of office of the first Board.]

(Ord. 24-1953, 9/9/1953, 86; as amended by Ord. 34-1953, 11/25/1953, §1)

81-417. Term of Existence.

The term of existence of said Reading Parking Authority shall be for a period ending on August
15, 2040.

(Ord. 24-1953, 9/9/1953; as added by Ord. 19-1977, 6/15/1977, 81; as amended by Ord. 111-
1990, 8/29/1990, §2)
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C. Reading Area Water Authority.
81-421. Intent.

The Council of this City (the "Council”) signifies the intention and desire to organize an
authority under provisions of the Act of Assembly approved May 2, 1945, P.L. 382, asamended
and supplemented, known as the Municipality Authorities Act of 1945 (the "Authorities Act").

(Ord. 46-1994, 5/5/1994, 81)

81-422. Articles of Incorporation.

The Mayor and Vice President of Council and the City Clerk, respectively, of this City are
authorized and directed to execute, in behalf of this City, Articles of Incorporation for such
Authority in substantially the following form:

ARTICLES OF INCORPORATION
TO THE SECRETARY OF THE COMMONWEALTH OF PENNSYLVANIA:

In compliance with requirements of the Act of Assembly approved May 2, 1945, P.L. 382,
as amended and supplemented, known as the Municipalities Authorities Act of 1945,
and pursuant to an ordinance duly enacted by the municipal authorities of the City of
Reading, Berks County, Pennsylvania (the "City"), expressing the intention and desire
of the municipal authorities of said municipality to organize an authority under
provisions of said Act, said municipality certifies:

(1) The name of the authority is "Reading Area Water Authority."

(2)  The Authority is formed under provisions of the Act of Assembly approved
May 2, 1945, P.L. 382, as amended and supplemented, known as the
Municipality Authorities Act of 1945. The Authority shall have all the
powers provided for under such Act; provided, however, that the Authority
shall be prohibited, without prior approval from City Council, from:

(a) Undertaking any project which is not related to waterworks, water
supply works or water distribution systems.

(b)  Undertaking any project whether or not related to waterworks, water
supply works or water distribution systems, which involves the
incurrence of any long term debt.

(3) The City is the sole incorporating municipality of the Reading Municipal

Airport Authority, and is a joint incorporating municipality of the Berks
Area Reading Transportation Authority. Other than the aforementioned
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municipal authorities, no other authority has been organized under
provisions of the Act of Assembly approved May 2, 1945, P.L. 382, as
amended and supplemented, known as the Municipality Authorities Act of
1945 or under provisions provided of the Act of Assembly approved June
28,1935, P.L. 436, as amended and supplemented, and is in existence in or
for the incorporating municipality.

(4) The name of said incorporating municipality is City of Reading, Berks
County, Pennsylvania.

(5) The offices, names and addresses of the municipal authorities of said
incorporating municipality are: [Here followed the offices, names and
addresses of the municipal authorities.]

(6) The names, addresses and terms of office of first members of the Board of
the Authority, each of whom is a citizen of said incorporating municipality
are as follows: [Here followed the names, addresses and terms of office of
the first Board members.]

(Ord. 46-1994, 5/5/1994, 82)

81-423. Notice of Articles of Incorporation.

The appropriate officers of the Council are authorized and directed to cause notice of the
substance of this Part, including the substance of the foregoing Articles of Incorporation, and
of the proposed filing of such Articles of Incorporation, to be published as required by the
Authorities Act.

(Ord. 46-1994, 5/5/1994, 83)

81-424. Filing of Articles of Incorporation.

The appropriate officers of the Council are authorized and directed to file such Articles of
Incorporation and the necessary proofs of publication with the Secretary of the Commonwealth
of Pennsylvania and to do all other things necessary to effect the incorporation of such
Authority, including payment of filing fees.

(Ord. 46-1994, 5/5/1994, 84)

§1-425. Members of the Board.
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The following named persons are appointed the first members of the Board of the Authority
for the following terms of office: [Here followed the names of the first appointed members of
the Board.]

(Ord. 46-1994, 5/5/1994, 85)
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D. Reading Downtown Improvement District Authority.
§1-431. Re-Establishment of the Reading Downtown Improvement District Authority.

The Reading Downtown Improvement District Authority ("Authority"), originally established
by Ord. 134-94, titled "An Ordinance Authorizing the City of Reading to Organize an Authority
to be Known as the ‘Reading Downtown Improvement District Authority,” Pursuant to the
Provisions of the Municipality Authorities Act of 1945, P.L. 382, As Amended, Under Certain
Terms and Conditions," as amended by subsequent enactments, including Ord. 11-95, Ord. 66-
95, Res. 706-95, and Ord. 20-2000, all of which are hereby incorporated by reference, is hereby
re-established pursuant to the Municipality Authorities Act and the Neighborhood Improve-
ment District Act, pursuant to the terms set forth herein.

(Ord. 41-2005, 6,/27/2005, §1)

§1-432. Re-Establishment of Neighborhood Improvement District/Adoption and
Approval of Final Plan for Reading Downtown Improvement District.

As authorized by Act2000-130, 73 P.S. § 831 et seq., known as the “Neighborhood Improvement
District Act of 2000" (hereinafter the "Act"), the Authority, as re-established by §1-431, above,
shall be organized and exist for the purposes of providing cleaning, maintenance, and security,
as well as other services as authorized and set forth in the “Agreement By and Between the City
of Reading and the Reading Downtown Improvement District Authority,” a copy of which is
attached hereto, incorporated herein, and marked as Exhibit “A,” and set forth in the “Final
Plan for the Reading Downtown Improvement District,” attached hereto as Exhibit “B.” The
within-described area shall be known as the “Reading Downtown Improvement District”
(“District”):

(Insert Legal Description From Final Plan Here)
A map showing the general boundaries, site, and situation of the proposed District is contained
in the Final Plan for the District, and is incorporated by reference as though the same were set

forth herein at length. Said Final Plan is hereby approved as the Final Plan for the Reading
Downtown Improvement District.

(Ord. 41-2005, 6,/27,/2005, §2)

§1-433. Rights of Authority.

Rights of Authority. The Authority may recommend to City Council more specific boundaries
of the designated District, in accordance with the Neighborhood Improvement District Act or
other applicable law. The Authority shall have the authority to develop and make business
improvements and provide administrative services, including additional security, cleaning and
maintenance, marketing, and other management services in accordance with applicable law
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and/or in Reading Downtown Improvement District Authority." The Authority shall have the
authority to impose an assessment on each benefitted property in the designated district
described in this Part.

(Ord. 41-2005, 6 /27 /2005, §3)

§1-434. Authorization of Authority.

The Authority and its Solicitor are further authorized and directed to take all steps necessary
for the filing, in accordance with the Neighborhood Improvement District Act and the
Municipality Authorities Act, of amendments to the Articles of Incorporation of the Authority
and By-Laws of the Authority as required by the Neighborhood Improvement District Act, the
Municipality Authorities Act, or other applicable law.

(Ord. 41-2005, 6 /27 /2005, §4)

§1-435. Management.

The Authority, an existing municipal authority established pursuant to the Act of May 2, 1945
(P.L. 382, No. 164, known as the Municipality Authorities Act of 1945), shall be re-authorized,
and shall be appointed as Neighborhood Improvement District Management Association
(NIDMA) of the City of Reading Downtown Improvement District and authorized to exercise
all powers provided for in §7 of the Act, 73 P.S. § 837.

(Ord. 41-2005, 6 /27 /2005, §5)

§1-436. Levy of Special Assessment.

In accordance with the provisions of §§4, 5 and 10 of the Act, 73 P.S. §834 (5) and (10), an
assessment fee shall be imposed on all non-excluded properties located within the boundaries
of the District provided that the Final Plan for the District is approved by City Council after
notice to the public and public hearings.

A. Amount and Method of Assessment. The assessment shall be made as of July 1,
2005, and is based on the cost estimates provided in the Final Plan of the Reading
Downtown Improvement District and shall be as follows:

(1) Commercial properties, industrial properties, and commercial apartment
buildings within the District shall be assessed at the rate of 4.754 mills for

each $1,000 of assessed value.

(2)  Residential properties shall be excluded from the payment of the special
property assessment provided such properties are carried as "Residential”
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in the assessment records for the County of Berks, Commonwealth of
Pennsylvania.

(3) Tax-exempt property owners within the District shall be allowed and
encouraged to provide in-kind services or a financial contribution to the
Authority.

Payment of Assessment. Payment of one half of the FY 2005 assessment shall be
due 60 days following the date of mailing of the notice of assessment. Payment of
the entirety of the assessment, beginning with sums due on January 1, 2006, and
each January 1 of each year thereafter, shall be due no later than 60 days following
the date of mailing of the notice of assessment.

Liens. Assessments shall constitute liens and encumbrances upon the assessed
property and shall be collectable in accordance with the provisions of §7(d) of the
Act, 73 P.S. §837(d) and in general may be collected in the same manner as
municipal tax claims notwithstanding the provision of this Section as to install-
ment payments.

Delinquent Payment of Assessments. In the event of delinquency or failure to
remit assessments, the property shall be subject to lien and the property owner
shall be additionally assessed for costs of collection, interest, and counsel fees.

(Ord. 41-2005, 6,/27/2005, §6)

§1-437.

Collection of Assessments.

The Authority is designated as the collector for assessments provided for herein.

(Ord. 41-2005, 6/27 /2005, §7)

§1-438.

Sunset Provision.

1. The Authority shall automatically terminate on December 31, 2015, unless continued or
extended by subsequent action of the City Council of the City of Reading in accordance
with the provisions of the Act, 73 P.S. §830 et seq.

2. In the event of termination, all property of the Authority shall pass to the City of Reading
and the District shall cease to exist.

(Ord. 41-2005, 6 /27 /2005, §8)

§1-439.

Management Agreement.
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The Agreement attached as Exhibit "A" between the City Council of the City of Reading and the
Board of the Authority is hereby approved, and shall govern specific powers, duties and
responsibilities of the City of Reading and the Authority.

(Ord. 41-2005, 6 /27 /2005, §9)

§1-440. No Reduction in Services.

The City of Reading shall in no way reduce or suspend the current level of services currently
being provided to the geographic area of the District as a result of the re-establishment of the
Authority. Services provided by the Authority shall be in addition to services provided by the
City of Reading. The Authority shall periodically monitor the quantity and quality of City
services outlined in the agreement. The type(s) and level of services shall be as set forth in the
Agreement attached hereto as Exhibit “A.”

(Ord. 41-2005, 6 /27 /2005, §10)
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E. Berks County Convention Center Authority.

81-441. Intent.

The Council of this City ("the Council”) signifies the intention and desire to organize an
authority jointly with the County of Berks, Pennsylvania ("the County") under provisions of
the Act of Assembly approved December 27, 1994, P.L. 1375, as amended and supplemented,
known as the Third Class County Convention Center Authority Act (the "Act").

(Ord. 116-1996, 6/24/1996, §1)

81-442. Execution of Articles of Incorporation.

The Mayor and the City Clerk, respectively, of this City are authorized and directed to execute,
on behalf of the City, Articles of Incorporation for such Authority in substantially the form set
forth on Exhibit "A" attached hereto and made a part thereof.

(Ord. 116-1996, 6/24/1996, §2)

81-443. Filing of Articles of Incorporation.

The appropriate officers of the Council acting jointly with appropriate officers of the County,
are authorized and directed to file such Articles of Incorporation with the Secretary of the
Commonwealth of Pennsylvaniaand to do all other things necessary to effect the incorporation
of such Authority, including payment of required filing fees.

(Ord. 116-1996, 6/24/1996, §3)

81-444. Members of the Board of the Authority.
The following named persons are appointed the first members to represent this City on the
Board of the Authority for the following terms of office: [Here followed the names and terms

of office of the first appointed Board.]

(Ord. 116-1996, 6/24/1996, §4)

81-445. Articles of Incorporation.
ARTICLES OF INCORPORATION

TO THE SECRETARY OF THE COMMONWEALTH OF PENNSYLVANIA:
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In compliance with the requirements of the Act of Assembly approved December 27,
1994, P.L. 1375, as amended and supplemented, known as the Third Class County
Convention Center Authority Act, and pursuant to ordinances duly enacted by the
governing bodies of the County of Berks, Pennsylvania (the "County") and the City of
Reading, Berks County, Pennsylvania (the "City"), expressing the intention and desire
of the governing bodies of said municipalities to organize an authority jointly under
provisions of said Act, said municipalities certify:

)
(2)

©)

(4)

Q)

(6)

(7)

The name of the authority is "Berks County Convention Center Authority."

The Authority is formed under provisions of Act of Assembly approved
December 27,1994, P.L. 1375, as amended and supplemented, known as the
Third Class County Convention Center Authority Act.

No other Authority has been organized under provisions of the Act of
Assembly approved December 27, 1994, P.L. 1375, as amended and
supplemented, known as the Third Class County Convention Center
Authority Act.

The names of the incorporating municipalities are: County of Berks,
Pennsylvania and City of Reading, Berks County, Pennsylvania.

The offices, names and addresses of the officers of the governing bodies of
said incorporating municipalities are: [Here followed the offices, names and
addresses of the incorporating municipalities.]

The members of the Board of the Authority shall be seven in number and
shall be apportioned as follows:

County of Berks, Pennsylvania 3
City of Reading, Berks County, Pennsylvania 3

The terms of the first three members appointed by the governing body of
the County of Berks, Pennsylvania shall be allocated between them for a 2
year, 3 year and 4 year term, respectively. The terms of the first three
members appointed by the governing body of the City of Reading, Berks
County, Pennsylvania shall be allocated between them for a 2 year, 3 year
and 4 year term, respectively.

The governing bodies of the incorporating municipalities shall alternate in
the appointment of the seventh member. The governing body of the
County of Berks, Pennsylvania shall make the first appointment of the
seventh member whose term shall be 4 years.

The names, addresses and terms of office of the first members of the Board
of the Authority, each of whom is a citizen of said incorporating municipal-
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ity, are as follows: [Here followed the names, addresses and terms of office
of the first members of the Board of the Authority.]

(Ord. 116-1996, 6/24/1996, Exhibit A)
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PART 5

BOARDS, COMMISSIONS, COMMITTEES AND COUNCILS

A. Park and Recreation Citizen's Advisory Committee.
81-501. Findings and Purpose.

1. Findings. The City of Reading has determined that the benefits of municipal recreation
and park services offer significant value to the community such as individual
opportunities for physical fitness. happiness, creativity, competition, social relationships
and character development. Park and recreation also brings a community together and
cultivates the City 's youth to be responsible and productive citizens.

2. Purpose. It is to be declared to be the purpose of this Part 5A to establish a Park and
Recreation Advisory Committee to provide citizen input to appointed and elected
officials on issues regarding park policies, recreation activities and overall park and
recreation planning.

(Ord. 11-2000, 7/24/2000, 81)

81-502. Duties and Responsibilities.

The committee shall provide advisory recommendations to the City on matters regarding the
City's parks and recreation. The duties and responsibilities are detailed as follows:

A. Recommend policies for the use of City owned parks, open space and play-
grounds.

B. Provide guidance to the administration on developing agreements with
associations, leagues, athletic groups or other community organizations that use
City parks, playgrounds and open space on a regular basis.

C. Provide guidance and feedback to the Superintendent of Recreation on recreation
programs and the use of recreation facilities.

D. Facilitate neighborhood meetings to obtain feedback from the community on park
and recreation needs.

(Ord. 11-2000, 7/24/2000, 81)
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81-503. Committee Membership.

1. The committee shall consist of a minimum of seven members and two students all of
whom shall be residents of the City of Reading. [Ord. 34-2001]

2. The term of each member shall be for a period of 3 years. Members will be appointed to
serve staggered terms.

3. All members of the committee shall be appointed by the Mayor with the approval of
Council.

4. Chairperson shall be elected annually by committee.

5. The terms of office shall be staggered in such a manner that at least two terms expire
annually.

(Ord. 11-2000, 7/24/2000, 81; as amended by Ord. 34-2001, 9/24/2001, §1)

§1-504. Meetings.

The committee shall hold regular meetings that occur at least once per month. The committee
chair shall prepare an agenda 7 days advance which shall be distributed to the Mayor,
Managing Director, Director of Public Works and City Clerk.

(Ord. 11-2000, 7/24/2000, §1)

§1-505. Responsibilities of the Superintendent of Recreation.

The Superintendent of Recreation shall be the staff contact with the committee and shall serve
as a liaison between the committee, the administration and Council. The Superintendent of
Recreation shall perform the following duties:

A.  Advise the committee of the City's strategic goals, needs and budget relating to
recreation.

B. Work with the committee chairperson to develop the monthly meeting agenda.
C. Prepare and distribute meeting minutes.
D.  Obtain all information and documentation requested of the committee.

E. Prepare an annual report on behalf of the committee, detailing the committee’s
strategic goals, activities and accomplishments.
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(Ord. 11-2000, 7/24/2000, 81)
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B. Board of Health.

§1-511.

Creation of Board of Health.

There is hereby established a Board of Health which shall be as follows:

A.

The Board shall consist of five members and three alternates who shall be
appointed in accordance with the provisions contained in 53 P.S. §37302 et seq.
[Ord. 39-2004]

In accordance with the provisions contained in 53 P.S. 837302, each member shall
be a resident of the City of Reading.

As set forth in 53 P.S. 837302, one member of the Board shall be from the health
field with preference given to a physician.

The Board shall operate under the policies and procedures in §1-512. The policies
and procedures shall be deemed the governing rules and regulations of the Board
until amended or modified by the subsequent action of City Council.

A Board Member shall be removed automatically if they fail to attend three
consecutive meetings without reasonable excuse. [Ord. 39-2004]

(Ord. 36-1996, 11/12/1996, §1, as amended by Ord. 39-2004, 9/13/2004, 81)

§1-512.

1.

Policies and Procedures of the Board of Health.

Structure of Board of Health. Section 37301. Board of Health; Incompatibility of Article
XXII - Public Health of the Third Class City Code, states that each city shall, by
ordinance, create a Board of Health or otherwise, Council shall be the Board of Health.
The Administrative Code of the Home Rule Charter of the City of Reading does provide
for the enactment of a separate, independent Board of Health. The importance of having
an independent Board of Health lies in the expertise that the members will have in the
particular areas that the Board of Health will address. [Ex. Building/structure, health,

etc.]

2. Duties/Purpose.

A. To prevent or diminish the introduction or further spread of infectious or
contagious diseases.

B. To prevent, abate or remove conditions found to be detrimental to the public
health as a public nuisance. Public nuisance is defined in Property Rehabilitation
and Maintenance Code [Chapter 5, §5-621] as:
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)

(2)

©)
(4)
()

(6)

(7)

(8)

The physical condition or use of any premises regarded as a public nuisance
at common law.

Any physical condition, use or occupancy of any premises or its appurte-
nances considered an attractive nuisance to children including, but not
limited to, abandoned wells, shafts, basements, excavations and unsafe
fences or structures.

Any premises which have unsanitary sewerage or plumbing facilities.
Any premises designated as unfit or unsafe for human habitation.

Any premises which are manifestly capable of being a fire hazard or are
manifestly unsafe or insecure as to endanger persons or property.

Any premises from which plumbing, heating and/or sewer facilities have
been removed or from which utilities have been permanently disconnected,
destroyed, removed or rendered ineffective or the required precautions
against trespassers have not been provided.

Any premises which are unsanitary or which are littered with rubbish or
garbage or which have uncontrolled growth of weeds.

Public nuisance is defined in the Third Class City Code, §37320, "Defini-
tions," as "any condition or usage whatsoever in or about the buildings,
structures or land or the streets or private ways and places elsewhere,
within the City, whether public or private, which the Board of Health shall
find to be detrimental to the public health is hereby declared to be a public
nuisance.

To make all rules and regulations proper for the preservation or improvement of
public health.

To transmit to the State Department of Health all of its reports and publications
and such other information regarding public health in the City as may be
requested by the Department.

3. Powers of the Board of Health. (Based upon 837308, "Powers of the Board of Health,"
of the Third Class City Code).

A.

To enter upon any premises whatsoever in the City as a body or by committee or
by its agents or employees, which premises are suspected of infectious or
contagious diseases or any other nuisance prejudicial to the public health or in
danger of them for the purposes of examining the premises or of preventing,
confining or abating nuisances.
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B. To conduct investigations and to hold public hearings in the performance of its
duties and powers. The Board of Health may require the attendance of witnesses
and their books and papers.

[Text continues on p. 245]
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C. To establish a sanitary police force for the enforcement of its rules and regulations
whenever, in the opinion of the Board, a public health emergency exists in the
City.

D. To publish and enforce its rules and regulations.

E. To provide for or cooperate in providing for general and gratuitous vaccination,
disinfection and other public health control programs.

F. To prevent, abate or remove conditions found by it to be detrimental to the public
health as public nuisances or to declare such conditions and the premises or ways
or places harboring them to be public nuisances.

4. Organization.

A. Each member of the Board of Health shall take an oath of office. The term of each
member shall be for 5 years.

B. The Board shall elect a president annually from among the members. Duties of the
President:

(1) Preside at all meetings of the Board.
(2)  See that all orders of the Board are carried out.
(3) Report to City Council.

C. The Board shall appoint a secretary who is not a Board member. Duties of the
Secretary:

(1) Keep the minutes of the proceedings of the Board.

(2)  Prepare, under the directions of the Board, the annual report to Council.

(3)  Assist the City Health Officer in the preparation of reports to the State
Department of Health as are required by law or by rule or regulation of the
Department. An annual report of the Local Board of Health must be

submitted to the local State office.

(4)  Prepare any other reports and perform such other duties as are required of
him by law or the Board of Health.

D. A quorum for the purpose of holding any meeting of the Board shall be at least
50% or more of the membership.

E. Other advisors to the Board of Health shall be the following:
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H.

@)

Under §1-171 of the Administrative Code, City Health Officer, the City of
Reading shall have a City Health Officer appointed by the Mayor. The
Health Officer shall advise the Director of Community Development and
shall attend all Board of Health meetings in an advisory capacity.

Regular meetings of the Board of Health shall be scheduled on a monthly basis on
the first Wednesday of each month. All items to go before the Board shall be
submitted to the Director of Community Development by 4:00 p.m. of the
preceding Wednesday. If no items are submitted by this time, the meeting will not

be held.

(1) An agenda for the regularly scheduled meeting shall be distributed to all
Board members and attendees on the Friday preceding the meeting.

(2) In addition to the Board members, the following persons shall attend the
meetings; City Health Officer, Code Inspector for the premises in question,
Code Division Administrator and the Director of Community Development
or his designee.

(3) The list of regularly scheduled monthly meetings for the upcoming year

will be published in the newspaper in December.

If an emergency is declared by the President of the Board of Health, he may call
an emergency meeting:

)

()

An emergency would include damage to a structure due to fire which
endangersthe public, the existence of a condition which would immediately
endanger public health or the development of any other serious situation in
which the President believes that action by the Board of Health is necessary
for public safety.

Twenty-four hour notice of an emergency meeting must be given to the
public.

All meetings will be open to the general public.

(Ord. 36-1996, 11/12/1996, Exhibit A)
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C. Human Relations Commission; Discrimination.”

§1-521.

1.

2.

Legislative Findings and Declaration of Policy.

Legislative Findings.

A.

The population of the City consists of people of many races, colors, religions,
ancestries, national origins, ages, sex and familial status. Some suffer from
handicaps. Others have previously filed charges of discrimination with the
Commission of Human Relations or a similar State or Federal agency. Some of
these citizens, for one or more of the above mentioned reasons, are discriminated
againstinemployment opportunities, places of business, publicaccommodations,
resort, recreation and amusement, housing facilities and the obtaining of loans and
the extending of credit for housing accommodations.

Discrimination because of race, color, religion, ancestry, national origin, age, sex,
familial status, handicap or previous opposition to individual discriminatory
practices is contrary to the constitutions, laws and policies of the Commonwealth
of Pennsylvania and the United States of America.

Discrimination in employment prevents the gainful employment of segments of
the residents of the City, tends to impair the City's productive capacity, reduces
the public revenues, imposes substantial financial burden upon the public for
relief and welfare, and tends to create breaches of the peace and depressed living
conditions which breed crime, vice, juvenile delinquency and disease, and is
detrimental to the public safety, economic growth and general welfare of the City.

Discrimination in housing results in overcrowded, segregated areas with
substandard, unsafe and unsanitary living conditions, which cause increased
mortality, disease, crime, vice and juvenile delinquency, fires and risk of fire,
intergroup tensions and other evils, all of which increase the cost of government
and reduce the public revenues, and result in injury to the public safety, health
and welfare of the City.

Discrimination in places of public accommodation, resort, recreation, amusement
and places of business, causes humiliation, embarrassment and inconvenience to
residents and visitors of the City, tends to create breaches of the peace, intergroup
tensions and conflicts and similar evils, and is detrimental to the public safety,
general welfare and economic growth of the City.

Declaration of Policy.

State Human Relations Act - see 43 P.S. §951 et seq.
Rental Housing Discrimination - see 35 P.S. §1680.402a.

Service Uniform Discrimination - see 18 Pa.C.S.A. §7323.
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A. It is hereby declared to be the policy of the City, in the exercise of its powers for
the protection of the public safety and the general welfare, for the maintenance of
peace and good government and for the promotion of the City's trade, commerce
and manufacture, to assure the right and opportunity of all persons to participate
in the social, cultural, recreational and economic life of the City and to insure
equal opportunity for all persons to live in decent housing facilities, free from
restrictions because of race, color, religion, ancestry, national origin, age, sex,
familial status, handicap or previous filing of a complaint of discrimination.

B. To accomplish these goals, it shall be the public policy of the City to prohibit
discrimination because of race, color, religion, ancestry, national origin, age, sex,
familial status, handicap or previous filing of a complaint of discrimination in
employment, housing and places of business, public accommodation, resort,
recreation or amusement.

(Ord. 6-2002, 3/13/2002)

81-522. Scope.

This Part applies to discriminatory practices including, but not limited to, discrimination in
employment, housing and public accommodations, including places of business, which occur
within the territorial limits of the City and to employment, contracted for, performed or to be
performed within these limits, and to housing accommodations and places of business, public
accommodation, resort, recreation and amusement located within the territorial limits of the
City.

(Ord. 6-2002, 3/13/2002)

§1-523. Definitions.

As used in this Part, the following terms shall have the meanings indicated, unless a different
meaning clearly appears from context:

ACCESSIBLE - with respect to covered multifamily dwellings that the public or
common use areas of the building can be approached, entered and used by persons with
individual handicaps.

AGE - includes any person 40 and above and shall also include any other person so

protected by further amendment to the Federal Age Discrimination in the Employment
Act.
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AGGRIEVED PERSON - such person or persons who believe that they have been
injured or will be injured by a discriminatory employment, housing or public
accommodations act or practice that has occurred or is about to occur.

COMMISSION - the Commission of Human Relations established in the office of the
Mayor of the City by this Part.

DISCRIMINATE and DISCRIMINATION -includes any difference in treatment based
on race, color, religion, ancestry, national origin, age, sex, familial status, handicap or
previous filing of a complaint of discrimination.

DISCRIMINATORY HOUSING PRACTICE - an act that is either unlawful under the
provisions of this Part or is unlawful under §8804, 805, 806 or 818 of the Federal Fair
Housing Act, or 88955 or 955(h) of the Pennsylvania Human Relations Act.

EMPLOYER -any person who employs five or more employees, exclusive of the parents,
spouse or children of such person, including the City, its department, boards,
commissions and authorities, and any other governmental agency within its jurisdiction.
The term “employer,” with respect to discriminatory practices based on a class protected
under this Part, includes religious, fraternal, charitable and sectarian corporations and
associations employing four or more persons in the City.

EMPLOYMENT AGENCY - any person regularly undertaking, with or without
compensation, to procure opportunities for employment or to procure, recruit, refer or
place employees.

FAMILIAL STATUS - one or more individuals, who have not obtained the age of 18
years being domiciled with:

A. Aparentoranother person having legal custody of such individual or individuals.

B. The designee of such parent or other person having such custody, with the written
permission of such parent or other person.

C.  Any person who is pregnant or is in the process of securing legal custody of any
individual who has not attained the age of 18 years.

FEDERAL FAIR HOUSING ACT - Title VIl of the Civil Rights Act of 1968, as amended
by the Fair Housing Amendments Act of 1988, 42 U.S.C. 3600-3620.

HANDICAP - with respect to a person, a physical or mental impairment which
substantially limits one or more major life activities; a record of having such an
impairment; or being regarded as having such an impairment.
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HOUSING ACCOMMODATION - any building, structure, or portion thereof which
is occupied as or designed or intended for occupancy as a resident by one or more
families, and any vacant land which is offered for sale or lease for the construction or
location thereon of any such building, structure, or portion thereof.

LABOR ORGANIZATION - any organization which exists for the purpose, in whole
or in part, of collective bargaining or of dealing with employers concerning grievances,
terms of conditions of employment, or of other mutual aid or protection in relation to
employment.

LENDING INSTITUTION - any bank, insurance company, savings and loan
association, or any other person regularly engaged in the business of lending money or
guaranteeing loans.

NONJOB RELATED HANDICAP or DISABILITY - any handicap or disability which
does not substantially interfere with the ability to perform the essential functions of the
employment which a handicapped person applies for, is engaged in, or has been
engaged in. Uninsurability or increased cost of insurance under a group or employee
insurance plan does not render a handicap or disability job related.

OWNER - includes the owner, co-owner, lessee, sublessee, mortgagee, assignee,
manager, agent or any other person having equitable or security interest in any housing
accommodation, including the City and its departments, boards, commissions and
authorities.

PENNSYLVANIA HUMAN RELATIONS ACT - the Act of 1955, October 27, P.L. 744,
No. 222, 8§81, as amended, 43 P.S. §951 et seq.

PERSON - any individual, partnership, corporation, labor organization or other
organization or association including those acting in a fiduciary or representative
capacity, whether appointed by a court or otherwise. The term “person,” as applied to
partnerships or other organizations or associations, includes their members, and as
applied to corporations, includes their officers.

PUBLIC ACCOMMODATION, RESORT or AMUSEMENT - any accommodation,
resort or amusement which is open to, accepts or solicits the patronage of the general
public including, but not limited to, inns, taverns, hotels, motels, whether conducted for
the entertainment of transient guests or for the accommodation of those seeking health,
recreation or rest, or consumption on the premises; bars, stores, parks or anywhere that
liquor is sold; ice cream parlors, soda fountains and all stores where beverages of any
kind are sold for consumption on the premises; drug stores, clinics, hospitals, swimming
pools; barber shops, beauty parlors; retail stores; theaters, movie houses; race courses,
skating rinks, amusement, recreation parks and fairs; bowling alleys, gymnasiums,
shooting galleries and billiard and pool halls; public libraries, kindergartens, primary
and secondary schools, high schools, academies, colleges and universities, extension
courses and all education institutions under the supervision of this City; nonsectarian
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cemeteries; garages and all public conveyances operated on land or water or in the air
as well as the stations, terminals and airports thereof; financial institutions; and all City
facilities and services including such facilities and services of all political subdivisions
thereof; but shall not include any accommodations which are in the nature distinctly
private.

REAL ESTATE BROKER - any natural person, partnership, corporation or other
association which for a fee or other valuable consideration manages, sells, purchases,
exchanges or rents or negotiates, or offers or attempts to negotiate the sale, purchase,
exchange or rental of, the real property of another, or holds itself out as engaged in the
business of managing, selling, purchasing, exchanging or renting the real property of
another, or holds itself out as engaged in the business of managing, selling purchasing,
exchanging or renting the real property of another, or holds itself out as engaged in the
business of managing, selling, purchasing, exchanging or renting the real property of
another or collects rent for the use of the real property of another, and includes real
estate salesmen or agents or any other person employed by real estate broker to perform
or to assist in the performance of his business.

(Ord. 6-2002, 3/13/2002)

§1-524, Human Relations Commission.

There is hereby established in the City of Reading, under the supervision of the
managing director, a Human Relations Commission to administer, implement and
enforce the provisions of this Part.

The Commission shall consist of nine members each to be appointed by the Mayor for
a 4 year term. Commissioners may be reappointed to successive terms of office. Each
member of the Commission shall continue to serve after his term until his successor has
been appointed and qualified. Vacant seats on the Commission shall be filled within 90
days.

The Commission shall elect one of its members as chairman and may elect such other
officers as it may deem necessary. The Chairman may, with the approval of the
Commission, appoint such committees as may be necessary to carry out the powers and
duties of the Commission, and the Commission may authorize such committees to take
any necessary action for the Commission.

The Commission shall adopt such rules and regulations for its own organization,
operations and procedures as the Commission shall deem necessary to administer,
implement and enforce this Part.

The Commission shall hold at least eight meetings during each calendar year. Five
members of the Commission shall constitute a quorum for the transaction of business,
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and a majority vote of those present at any meeting shall be sufficient for any official
action taken by the Commission.

6. The members of the Commission shall serve without compensation but upon resolution
of Council, they may be reimbursed for all necessary expenses incurred in the
performance of their duties in accordance with appropriations made by Council.

7. In the event no Commissioner shall be able and available to exercise any of the powers
or fulfill any of the duties of the Commission as set forth in §1-525, the Mayor may
appoint one or more Commissioners temporarily to assume the powers and/or fulfill
the duties of the Commission. Such appointment may be limited in duration of term and
in scope of the power and duties of any Commissioner so appointed.

(Ord. 6-2002, 3/13/2002)

§1-525.

Powers and Duties of Commission.

The Human Relations Commission shall have the power and it shall be its duty to:

A.

Initiate, receive, investigate and seek the satisfactory adjustment of complaints
charging unlawful practices, as set forth in this Part.

Issue subpoenas for persons and for documents which may be necessary to
properly investigate a complaint of discrimination filed pursuant to this Part.
Commissioners may not be subpoenaed to testify, nor may a Commissioner be
deposed or otherwise interrogated with respect to any action taken on behalf of
the Commission. Any complaint filed under this subsection which the Commis-
sion believes may constitute a violation of a law of the United States of America
or the Commonwealth of Pennsylvania may be certified to the City Solicitor for
such actions as he may deem proper.

Hold public hearings, subpoena witnesses and compel their attendance,
administer oaths, take the testimony of any person under oath, and in connection
therewith require the production of evidence relating to any matter under
investigation or any question before the Commission, make findings of fact, issue
orders and publish such findings of fact and orders and do all other things
necessary and proper for the enforcement of this Part.

In the performance of its duties, the Commission may cooperate with and, if
appropriate, contact interested citizens, private agencies and agencies of the
Federal, State and local governments, and enter into such agreements as may be
necessary to formalize such relationships.

Request staff, provided by the City to the Human Relations Commission, other
departments, boards and commissions of the City government to assist in the
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performance of its duties, and such other departments, boards and commissions
shall cooperate fully with the Commission.

Hold investigative hearings upon request by Council in cases of racial tension
and/or discrimination.

Assist in the enforcement of fair practices in City contracts.

Render, from time to time, a written report of its activities and recommendations
to the Mayor and Council.

Adopt such rules and regulations as may be necessary to carry out the purposes
and provisions of this Part. Such rules and regulations shall be in writing and be
made available to parties upon request.

(Ord. 6-2002, 3/13/2002)

§1-526.

Unlawful Employment Practices.

It shall be an unlawful employment practice, except where based upon applicable national
security regulations established by the United States, by the Commonwealth of Pennsylvania,
or by any political subdivision of the Commonwealth having jurisdiction in the City, or where
based upon a bona fide occupational qualification:

A.

For any employment to refuse to hire any person or otherwise, to discriminate
against any person with respect to hiring, tenure, compensation, promotion,
discharge or any other terms, conditions or privileges directly or indirectly related
to employment because of race, color, religion, ancestry national origin, age, sex,
familial status, nonjob related handicap, or previous filing of a complaint of
discrimination.

For any employer, employment agency or labor organization to establish,
announce or follow a policy of denying or limiting through a quota system or
otherwise, the employment or membership opportunities of any person or group
of persons because of race, color, religion, ancestry, national origin, age, sex,
familial status, nonjob related handicap or previous filing of a complaint of
discrimination.

For any employer, labor organization, employment agency or any joint labor
management committee controlling apprentice training programs to deny or to
withhold from any person the right to be admitted to or participate in a guidance
program, an apprenticeship training program, and on the job training program or
any other occupational training program because of race, color, religion, ancestry,

Page Revised 4/22/2002 1-253

Back

Next



Home

ADMINISTRATION AND GOVERNMENT

national origin, age, sex, familial status, nonjob related handicap or previousfiling
of a complaint of discrimination.

For any employer, employment agency or labor organization to require of any
applicant for employment or membership any information concerning race, color,
religion, ancestry, national origin, age, sex, familial status, nonjob related
handicap, or previous filing of a complaint of discrimination, except when
necessary to affirmatively promote minority hiring or promotion.

For any employer, employment agency or labor organization to publish or
circulate, or to cause to be published or circulated any notice or advertisement
relating to employment or membership which indicates any discrimination
because of race, color, religion, ancestry, national origin, age, sex, familial status,
nonjob related handicap or previous filing of a complaint of discrimination.

For any employment agency to fall or refuse to classify properly or refer to
employment or otherwise to discriminate against any person because of race,
color, religion, ancestry, national origin, age, sex, familial status, nonjob related
handicap or previous filing of a complaint of discrimination.

For any employer to confine or limit recruitment or hiring of employees, with
intent to circumvent the spirit and purpose of this Part, to any employment
agency, employment service, labor organization, training school, training center
or any other employee referring source which serves persons who are
predominantly of the same race, color, religion, ancestry, national origin, age, sex,
familial status, nonjob related handicap or previous filing of a complaint of
discrimination.

For any labor organization to discriminate against any person in any way which
would deprive or limit his employment opportunities or otherwise adversely
affect this status as an applicant for employment or as an employee with regard
to tenure, compensation, promotion, discharge or any other terms, conditions or
privileges directly or indirectly related to employment because of race, color,
religion, ancestry, national origin, age, sex, familial status, nonjob related handicap
or previous filing of a complaint of discrimination.

For any employer, employment agency or labor organization to discriminate
against any person because he has opposed any practice forbidden by this Part or
because he had made a complaint or testified or assisted in any manner in any
investigation or proceeding under this Part or a substantially similar State and/or
Federal law.

For any person, whether or not an employer, employment agency or labor
organization, to aid, incite, compel, coerce or participate in the doing of any act

declared to be unlawful employment practice by this Part or to obstruct or prevent
any person from enforcing or complying with the provisions of this Part or any
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rule, regulation or order of the Commission, or to attempt, directly or indirectly,
to commit any act declared by this Part to be an unlawful employment practice.

Notwithstanding any provision of this Section, it shall not be an unlawful
employment practice for a religious corporation or association to hire or employ
any person on the basis of the sex or religi